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THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER YES NO NO NO NO 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the 
Smith-Corona with any other electric typewriter 
on the market. You'll see why the Smith-Corona 
is not just equal, but superior to every other brand! 
Before you buy an electric typewriter, call your 
nearest Smith-Corona representative, and have him 
demonstrate the many exclusive features that 
make the Smith-Corona today’s soundest electric 
typewriter investment! 


Smith-¢ ‘orona Electric 
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VERY DAY the ‘“‘paper work’’ 
mounts. Never before in the 
history of business has the handling 
of detail been so important — taken 
so much of management’s time. 
But there’s a way to cut through 
this maze and to find more time for 
the really productive work. It’s a 
simplified plan by Shaw-Walker — 
“‘time-engineered’”’ to organize every 
one of your papers for instant find- 
ing, no matter how big or involved 
your record keeping. 
Finding is up to four times faster. 
Operating costs for help are reduced. 
But most important, there’s less to 


hamper and delay decisions; man- 
agement has more time to manage. 

Since starting to work with Amer- 
ican business in 1899, Shaw-Walker 
research has developed close to 4000 
products to help increase per-capita 
productivity chairs, desks, Fire- 
Files, filing cabinets, loose-leaf and 
payroll equipment — everything for 
the office except machines. 


See eight kinds of Shaw-Walker 
Simplified Filing Systems and 4000 
other items in our 252-page Office 
Guide. Free to management. Request 
on business letterhead. 


GHAW-WALKER iiisiegor 5 Michigan 
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Does your 
system have 


MAILROOMATISM 


Countless firms suffer from this insidious malady and don’t even know 
it. Usually it is caused by continued congestion in mailrooms, forced to 
cope with the pressure of handling upward of 15,000 pieces per month. 








“Mailroomatism” can sap efficiency and morale, also prove quite costly. 
One sure cure for this condition is the acquisition of a Phillipsburg 
Inserter, which has given immediate relief to countless users. 


The Phillipsburg performs near-miracles . . . automatically stuffing, 
sealing, metering (or printing postal indicia), counting and stacking 
mail at savings, mark you, of up to 80% of the cost of hand-inserting. 
If you have any suspicion of “Mailroomatism” lurking 


in your organization, may we suggest that you write for 
our proposals. 


PHILLIPSBURG INSERTER 


. Bell & Howell 
Phillipsburg 


PHILLIPSBURG, NEW JERSEY 
S to Inserting and Mailing Machine Company 
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A Management Policy for Evaluating Solicitations for Contributions 
The increase in solicitations for contributions makes it necessary to have 
a management policy to decide when the company will and will not hand 
out its money. ROBERT G. DYMEN1 


Mechanization in a British Public Library 
London's libraries have used both marginal punched cards and machine 
tabulating cards. Here is how each system worked and what it cost. 
JOHN GRINDROD 
In Systems Analysis: What Is Typical? 
What constitutes a typical invoice? Exact time values are needed to better 
utilize expensive equipment, but we must first know what is truly typical. 
EDMOND W. MCNAMARA 
Getting More Out of Your Periodical Reading 
No executive has time to read everything in his field. Hit-or-miss reading 
generally wastes time. An intelligent program of selective reading can keep 
you abreast of current developments. Haroip S. SHARP 
Job Shop Keeps Direct Cost Records on Marginal Punched Cards 
Pinpoint control of costing is one of the best ways to blunt inflation. Frac- 
tions of a cent in unit product costs may mean the difference between profit 
and loss. HAROLD SWEET 


The Case of the Expectant Employer 
Inconsistencies in personnel managers’ specifications for job applicants 
caused an employment agent to make a survey which showed there are 
some things all employers agree upon. FLORENCE D. HOLMGREN 
The Individual Approach in Executive Development 
There are striking similarities between the brief history of executive 
development and the longer history of American education. What has 
already happened in education may now happen in business. 
Rosert Hoppock 
Matching Office Lighting to Each Office Task 
The best present-day lighting is not good enough for many office jobs. 
Better lighting may cost less than we can lose by the lack of it. 
New York Department Store’s Million Dollar Automation Program 


Navy’s Perceptron Can See You and Hear You 


Computer Increases Employees But Greatly Improves Records 
The increase in employees required to process the timelier records is more 
than offset by the increase in a company’s competitive strength. 
A. R. BONGIOVI 
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HAS ITS 


Your locked door is an open door to 
crime if you cannot account for all orig- 
inal and duplicate keys. 


By a professional, an amateur, or an 
employee, unauthorized entry by key 
results in millions of dollars’ property 
loss yearly. 


Inventory * Tools * Records * Cash + Confi- 
dential Information * Samples + Personal 
Property * Equipment ¢ Materials + Plans 
Furnishings * Supplies * Vandalism 


STOP LOSS. Control all your keys with 
TELKEE, the only complete, positive 
system of key control. As simply as filing 
correspondence, TELKEE insures you 
against property loss, saves time spent 
searching for misplaced keys, eliminates 
eventual re-locking expenses. 


From 21 to 2240 key capacities, there’s 
a TELKEE System to fit your property. 
Prices begin at $19.91. Savings in time 
alone will more than pay for TELKEE. 
The value of added protection and:con- 
venience is immeasurable. 


FREE, “The Key To The Whole Thing”, 
your guide to TELKEE protection for 
your property. 


—_— P. O. MOORE, INC. 


A Subsidiery of SUNROC Corporation 
The MOORE KEY CONTROL System 
GLEN RIDDLE B80, PENNSYLVANIA 
For More Information Circle No. 260 
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PURCHASING 


ACCOUNTING 


Teletype can speed up your 
inter-plant, inter-office communications 


This compact communications center 
is a Teletype Model 28 automatic send- 
receive set called the ASR. It can co- 
ordinate a sales order system, a pur- 
chasing system, a production line, or 
any plan designed to cut costs and 
improve efficiency. It will deliver mes- 
sages, instructions, orders... at 100 
words per minute... to any number 
of offices or departments, either one 
at a time or all together. It gets infor- 
mation where it’s needed in minutes 
instead of days. And the information 
is in printed form—assuring no mis- 
understandings. 


A machine of many talents. The highly 
versatile Teletype Model 28 ASR pro- 
vides facilities for typing . . . sending 
or receiving messages by direct key: 
boarding tape punching, tape 
transmission, tape reception, tape as a 
by-product of both incoming and out- 
going traffic .. . and a combination of 
tape and keyboard operation for han- 
dling fixed and variable data. You can 


choose from these and many other fea- 
tures for a custom-engineered unit 
suited to your individual needs. 


Multi-part forms and printed tape, too. 
The Model 28 ASR _ will produce 
‘‘page”’ copy on plain paper or multi- 
part office forms. And all your punched 
tape can have the characters printed 
right on it, making for quick identifi- 
cation and easy reading. 


Further information. For further in- 
formation about this and the other 
new units in the Teletype Model 28 
equipment line, write: Teletype Cor- 
poration, Dept. 32B, 4100 Fullerton 
Avenue, Chicago 39, Illinois. 


TELETYPE 


CORPORATI 


euusioiany of Western Electric noes ic 


For More Information Circle No. 237 
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LOOK FOR the Cotton Fiber “Better Papers” emblem. 
It is your reference mark for correspondence and record-keep- 
ing paper of exceptional beauty, strength, performance. 


SEND FOR the free Cotton Fiber Booklet—“What Every 


Businessman Should Know About Paper—Today!” It explains 


what cotton fiber papers offer you in terms of prestige and per- 
formance. PAPERS 
©Cotton Fiber Paper Manufacturers, 122 East 42nd St., New York City 


BETTER PAPERS ARE MADE WITH COTTON FIBER 
LOOK FOR “COTTON” OR “RAG” IN THE WATERMARK OR LABEL 


For More Information Circle No. 229 
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This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. 
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Colitho Direct Image Plates 
for OFFSET DUPLICATING 


pH-Controlled for Faster, Finer Copies 


pH-control coating is an exclusive, pre- 
cision process that insures a constant 
chemical balance in the coating of Colitho 
offset paper plates . . . a chemical bal- 
ance that permits exceptionally broad 
duplicating tolerances. From prepara- 
tion to duplication, pH-control coated 
Colitho plates are easiest of all to han- 
dle. Make-ready is speeded up and 
down-time is slashed. Best of all, with 


Colitho you get matchless uniformity 
thru the entire run—copy after copy. 
For further information write: 
Columbia Ribbon & Carbon Mfg. Co., 
Inc., 962 Herb Hill Road, Glen Cove, 
New York, Columbia Ribbon and Car- 
bon Pacific, Inc., Duarte, California. 


COLITHO PLATES FOR XEROGRAPHY 
pH-control coated Colitho plates are available in a vapor- 


barrier pack for xerographic use. 


DIRECT IMAGE 


OFFSET DUPLICATING 


PAPER PLATES 


OFFSET DUPLICATING PLATES AND SUPPLIES 


*T. M. Reg. U.S. Patent Off. 


For More Information Circle No. 253 
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A Management Policy for 


Evaluating Solicitations 


ODAY, business executives and 
employees, housewives and even 
school children, are being bombarded 
with solicitations for contributions to 
various organizations and drives. Many 
of these requests are for worth-while 
purposes—others are a means of ob- 
taining funds for doubtful projects or 
just plain racketeering. Philanthropy is 
big business. More than $4 billion 
is contributed annually by Americans 
to various causes. With the increase 
in the number of solicitations being 
made, it is important to have a manage- 
ment policy to regulate the situation. 
For many years International Harves- 
ter Co., manufacturers of agriculture 
implements, freezers, coolers, commer- 
cial and farm trucks, earthmoving con- 
struction equipment and other items, has 
contributed from its corporate funds to 
many undertakings. It has not been 
alone in this policy, by any means. 
Most companies, large and small, give 
of their funds to many different kinds 
of charitable, welfare and other types 
of organizations. Because International 
Harvester is requested to contribute to 
sO many organizations, they have set up 
a policy concerning their contributions, 
for the guidance of those people in the 
company who receive these solicitations, 
as well as for those of the organization 
in the field. 
The overall responsibility for com- 
pany contributions rests with the com- 
pany’s contributions committee in the 


10 


general office. This committee consists 
of company executives, who, by reason 
of their positions, have the most direct 
relationship with contribution matters. 
Certain considerations of general policy 
apply to all contributions. The most 
important of these are: 

1. The theory under which all con- 
tributions are made is that they bring 
direct and indirect benefits to their 
business and International Harvester be- 
lieves that corporations have a gener- 
ally recognized responsibility to support 
such organizations when there are direct 
or indirect benefits. 

2. The nature of their business has 
an important bearing upon their con- 
tributions policy. Their business is na- 
tional, even international in scope. 
Hence, there must be a general pattern 
that governs their contributions in all 
parts of the country. They have to con- 
sider precedents carefully. ‘We cannot 
very well give to certain types of or- 
ganizations in one part of the country 
and not give to them in another. So, 
while every contribution request should 
be considered on its individual merits, 
nationwide consistency in our contribu- 
tion policy is almost a necessity.” 

3. Because they must contribute in 
so many different communities, they 
sometimes cannot make local contribu- 
tions as large as those made by the 
purely local businesses or those whose 
headquarters are located in the com- 
munity. The latter usually give more 
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for Contributions 


generously than those whose headquar- 
ters are located elsewhere. 

4. International Harvester regards 
their first responsibility as being to 
those approximately 200 communities 
in which they have manufacturing 
plants, parts depots, district sales of- 
fices and other operations. They sel- 
dom make contributions, therefore, in 
other towns or cities. 

5. The company favors having its 
management people take part in local 
community activities. However, com- 


pany executives must bear in mind that, 
if they accept important working assign- 
ments in fund-raising campaigns, the 


company will likely be asked for a 
corporate contribution because of that 
connection. Harvester executives have 
to exercise discretion, therefore, as to 
the fund-raising campaigns in which 
they participate as leaders or workers. 
Key management people should limit 
such participation to organizations 
where support would fall within the 
established policy of the company. If 
there is any question of the organiza- 
tion’s ability to qualify for company 
financial support, the management peo- 
ple concerned are asked to check with 
the chairman of the contributions com- 
mittee before accepting working assign- 
ments in fund-raising campaigns. This 
qualification does not apply to activi- 
ties of a personal nature where the 
company is not involved. 


6. International follows a _ definite 
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policy of not contributing to the operat- 
ing expenses of agencies that are mem- 
bers of Community Chests in cities 
where they have operations, since such 
operating funds are provided in a large 
part from Community Chest funds. 
Such agencies, however, are given per- 
mission by their Community Chest or- 
ganizations from time to time to seek 
funds and, in such cases, their requests 
of International are given consideration 
on their merits and in the light of their 
contributions policy. 

Summing up general policy, the first 
test International Harvester applies to 
all contribution requests is: Does it bene- 
fit the company directly or indirectly? 
Unless it can be demonstrated that it 
does, the contribution is not made. 

The types of contributions Inter- 
national Harvester makes can be classi- 
fied in five main categories: 

1. Relief and Health. 

. Public Welfare. 
. Social Betterment. 
. Educational Institutions. 

5. Business Organizations and Trade 
Associations. 

The company does not make certain 
contributions as a matter of policy: 

1, Corporations are prohibited by law 
from making political contributions. 

2. Because their shareowners, em- 
ployees and customers represent all re- 
ligious groups, the company does not 
contribute to strictly sectarian or de- 


nominational religious organizations. 





such as churches, missionary groups, 
etc. 

3. Generally, they do not contribute 
to war veterans’ organizations, unless 
the undertaking is for the welfare of 
all the people of a community. 

4. Except in unusual circumstances, 
such as some clear evidence of com- 
pany benefit, they do not give company 
support to so-called “courtesy adver- 
tising” in such media as fraternal pro- 
grams, yearbooks, labor union papers, 
convention souvenirs, etc. Requests 
for advertising of this nature must first 
be screened at field operations and, if 
it is felt a request has some unusual 
merit, it is referred to the public rela- 
tions department in the general office. 

Many of the groups to which they 
do not contribute are very worthy, but 
the company feels that worthiness alone 
cannot justify their contributing. 
There are too many worthy institutions 


for International Harvester to try to 
support all of them. Many of them, they 
feel, should be supported by individuals 


and therefore justify corporation sup- 
port only through direct or indirect 
benefit to the company. 

In considering whether a contribu- 
tion should be made, the committee 
takes into account the following: 

1. Will the contribution benefit the 
company, directly or indirectly? 

2. Does the company’s present busi- 
ness position justify it? 

3. Will the request likely lead to addi- 
tional similar requests in the future? 

4. Is the purpose of the soliciting or- 
ganization a good one, and does the 
organization have widespread accept- 
ance and support? 

5. Is the soliciting organization effici- 
ently and honestly managed? 

6. Does it aid all kinds of people, or 
is it restricted in its operations? 

7. Is the request consistent with the 
company’s place in the community? 

8. What will be the public reaction 
if we give or do not give? 

9. Are some of our large customers 
interested in the solicitations? 
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10. Are other companies in the com- 
munity, similar to ours, supporting the 
soliciting organization. If so, in what 
amounts? 

11. Who are the people heading the 
Organization asking our support? Are 
they responsible people? 

12. Will the contribution advance the 
community and public relations of the 
company? 

If the committee decides the contri- 
bution should be made, it takes the 
following factors into account, among 
others, in deciding what amount should 
be given: 

1. What is the best measurable ex- 
tent of the company’s benefit? Is it 
great or small? 

2. What is the total amount to be 
raised? What seems to be a reason- 


able share for us to assume? 
3. What amounts are other businesses 
in the community giving? 


What are 
other businesses, most similar to our 
operation, giving? 

4. What is the size of the community 
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from which the request came? 

5. What is the size of the company’s 
operation in the community? 

6. What is the relationship of the size 
of the company’s local operation to the 
total life of the community? Is Har- 
vester a big or a small factor in the com- 
munity? 

7. How many employees do we have 
in the community? Is there any rela- 
tionship between employees and the 
amount we should give? 

8. As a matter of policy, we will not 
accept suggested formulas prepared by 
some organizations as a means of de- 
termining how much we should give. 
We do not believe any such formulas 
can work equitably for all types of 
businesses in the community. We will 
listen to suggestions of how much we 
should give, but all contribution solici- 
tors should be frankly told the com- 
pany cannot follow their formula. 

Generally, it is the smaller business- 
man who is the most frequent prey of 
racketeers. His name appears on well 
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for your Duplicator Operation 





HELPS YOU... 


SAVE TIME 


A Challenge Paper Cutter is the easy 
convenient way to make your duplicator 
operations more productive. You handle 
all your cutting and trimming needs right 
on the spot. No need to send jobs out. 
There’s no unnecessary delay in handling. 
No waiting for delivery. 


SAVE EFFORT 


Challenge Paper Cutters are easy to 
operate. They require very little effort 
and no previous experience on the part 
of the operator . .. and they are real 
production cutters handling 2 inches or 
more of paper at one cut. 


SAVE MONEY 


A Challenge Paper Cutter enables you to 
buy paper in the most economical sizes 
. print it in “multiple forms” more 
efficiently . . . run off-size jobs from 
standard stock . . . and reduce waste. 


Challenge makes both power operated and hand 
lever cutters—in the sizes most widely used by 
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Duplicator Equipment Dealer or write Challenge 
for complete catalog. 
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documented “mooch” lists which indi- 
cate the types of “appeals” to which 
he has contributed in the past and the 
amounts he gave. In exchange for a 
meager contribution, a racketeer ob- 
tains permission to use the name of 
some local group, then sets up a “boiler 
room” of professional telephone solici- 
tors who milk the community for several 
hundreds times more than the legitimate 
group receives. 

Recently an organization called the 
National Conference on Solicitations, 
Inc., 400 Union Commerce Blidg., 
Cleveland, came into being, largely 
through the efforts of the Cleveland 
Chamber of Commerce, and is proving 
to be one of the most well versed or- 
ganizations on the problem of contribu- 
tion and solicitation requests. In gen- 
eral, companies can protect their dona- 
tion dollars by observing the ten com- 
mandments to wise giving, as adopted 
by the National Conference on Solici- 
tations: 

1. Inform yourself about the prin- 
ciples of the soliciting organization and 
the facts concerning the nature of its 
activity. 

2. Remember that legitimate solici- 
tors and agencies don’t use high pres- 
sure methods to force you to give be- 
fore you are able to make inquiries. 


Don’t be rushed into making a contri- 
bution. 

3. Always ask a solicitor for identifi- 
cation. If he refuses, call a policeman. 

4. Never agree to contribute in re- 
sponse to a telephone call. Ask for a 
mailed letter or annual report from the 
organization so that you have some- 
thing tangible upon which to base your 
decision. 

5. Never contribute in cash—write a 
check. 

6. Remember, you are under no obli- 
gation to buy mailed tickets or mer- 
chandise which you did not order. If 
the promoter persists in trying to col- 
lect from you, notify him to pick up the 
merchandise or you will charge him 
storage for it. . 

7. Remember, a string of fancy names 
flashed to impress you does not mean 
that all the persons listed know their 
names are being used. 

8. Get positive identification before 
contributing to church, civic, veteran or 
other benevolent groups. 

9. Get proof that your donation is 
deductible if you want tax exemptions 
on your contributions. 

10. When in doubt, call your Better 
Business Bureau or whatever contribu- 
tor’s advisory or reporting service is 
available in your community. 


Wise advice, anytime you are asked to contribute, is to check with the advisory or 
reporting service in your area. 
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Mechanization in a 
British Public Library 


JOHN GRINDROD 


N ANNUAL turnover of more 
> Sli 1% million books has made 
much greater demands upon the re- 
sources of the staff, stock and accom- 
modation of the public library service 
of the Metropolitan Borough of Hamp- 
stead, London, England. To meet these 
demands without extra staff, the library 
committee considered further means of 
mechanizing routine processes. As well 
as the photographic method of record- 
ing book issues, an experimental scheme 
has been evolved for the use of Powers- 
Samas punched cards as_ transaction 
records and the use of machines already 
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installed in the borough treasurer’s de- 
partment to sort these records. 

It is thought that Hampstead is the 
first borough in Britain to achieve such 
a high degree of mechanization in its 
library service. By using the punched 
card system to its maximum extent it 
will be possible to sort returned trans- 
action cards quickly and compile a list 
of overdue books. Not only does the 
new method work speedily, economi- 
cally and efficiently but it has the added 
advantage of releasing library person- 
nel from the tedious and time consum- 
ing task of sorting millions of cards a 


The photo-charging 
machine in oper- 
ation at the Belsize 
Branch Library, 
Hampstead, Lon- 
don, England. 
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For sealing and mending, smart girls pick 
The strong, clear tape that’s sure to stick 


SCOTCH BRAND 


Celloph ane Tape 


That’s the famous M-92 Dispenser she’s using; measures out pre- 
set lengths of tape--saves you as much as 4 on tape costs! 


“SCOTCH” BRAND Tapes are 2 girl’s best friend! 


“SCOTCH” is a registered trademark for the pressure-sensitive adhesive tapes of 3M Co., St. Paul 6, Minn. Export: 99 Park Ave., 
New York 16. Canada: London Ontario. 





For neater mountine. this tape hides— 


year by hand, enabling them to devote 
more time to answering inquiries, as- 
sisting readers and bibliographical work. 

Initially the operation of a manual 
edge punched card system was intro- 
duced experimentally at Hampstead. 
The 4” x 2” card had a central panel 
to accommodate date stamps. Along 
the two vertical edges there were holes 
which could be notched to represent a 
transaction card number. One card was 
used for each transaction and any num- 
ber from 0 to 9 could be slotted by one 
or a combination of holes in each of 











©] 23637| 
7 
e & 
; HAMPSTEAD 
6 - CENTRAL LIBRARY * 
THIS CARD MUST NOT BE 
SD «1 sh nemoveo FROM THE BOOK. e 
r 
@-<* ge Aaa et as. N as 
@: ieee a * 
ei; 20.ScR 1958 
- | 
| 
@aus ~ 
os t 
ee v5 N 
all ty 
@o | 5 N 
@- : Ee 
@. ° N 
° 
@- : > 
@: | 
@» | 
@-« Nf 
nN -° € 
@» n @ 
@>° -®§ 
ca PT.O.| © 











The card that was used in the initial man- 
ual sorting system (actual size). 
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sections for units, tens, hundreds, thou- 
sands, ten-thousands or hundred-thou- 
sands. 

For instance, transaction card num- 
ber 23,637 was slotted as _ follows: 
units, 7; tens, two and one; hundreds, 
four and two; thousands, two and one; 
and tens of thousands, two. Each of 
the digits was accommodated in a com- 
partment which contained four holes 
and any number could be represented 
by slotting combinations of 7, 4, 2 and 
1. Until the actual sorting operation, 
the cards were used as ordinary trans- 
action records and were photographed 
with the reader’s ticket and book num- 
ber in the normal way. 

The cards were supplied with the 
holes punched in the appropriate posi- 
tions to coincide with the number of 
the card, which was pre-printed at the 
top. Costs varied according to the na- 
ture of the board used and the quan- 
tity required, but those employed at 
Hampstead during the experiment cost 
31s/5d. per thousand. By using these 
cards it was possible to reduce sorting 
time to approximately 30 minutes per 
thousand and, because of the mechani- 
cal nature of the operation, this rate 
could be kept up for several hours 
without the fatigue element becoming 
apparent. 

Sorting was done by passing a needle 
through the appropriate holes, the re- 
quired slotted cards at each threading 
falling from the pack by gravity and 
the others remaining on the needle. Sort- 
ing continued until the cards were ar- 
ranged in numerical order down to tens 
and it was possible to ascertain, by a 
glance at the series of ten figures at the 
bottom left-hand 


corner of the card 
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For neater mounting, this tape hides— 
Because ut has two sticky sides! 








SCOTCH BRAND 


No. 665 Double Coated 
Cellophane Tape 











Attach riders, mount photos and clippings, tape premiums 
to sales letters invisibly! Adhesive-coated on both sides, yet 
it requires no liner, can be used in regular dispensers! 


“SCOTCH” BRAND Tapes are a girl’s best friend! 


“SCOTCH” is a registered trademark for the pressure-sensitive adhesive tapes of 3M Co., St. Paul 6, Minn. Export: 99 Park Ave., 
New York 16. Canada: London, Ontario. 
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whether all the unit cards in the se- 
quence of ten were in the pack, since 
all the figures from 0 to 9 were punched 
with a circular hole with the exception 
of the one corresponding to the unit 
number. Thus, when all the ten cards 
were in the pack, there would be no 
hole visible in the sequence. Any miss- 
ing card, however, would be readily 
identified by a clear hole in the appro- 
priate unit numbers. This system in- 
volved no expensive machinery or 
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At left: the punched card now used (actual 
size). Above: the book pocket which holds 
the punched card. 


equipment and the work could be done 
in the library during less busy periods. 
It was still open to a margin of human 
error, however, and any missing num- 
bers still had to be found. 

The use of mechanized punched cards 
was begun when photo-charging was 
introduced at the Belsize Branch Library 
in October, 1957. The transaction card 
used is a standard 40-column card bear- 
ing a printed number for visual identi- 
fication and pre-punched holes giving 
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This tape mends with a big surprise. 
It disappears before your eyes! 


SCOTCH BRAND 
No. 810 Magic 


Mending Tape 


for permanent paper mending 


Practically disappears on contact with paper, will 
never crack, cloud or ooze adhesive. And you can 
write on it! For all permanent mending and sealing. 


“SCOTCH” BRAND Tapes are a girl’s best friend! 


“SCOTCH” is a registered trademark for the pressure-sensitive adhesive tapes of 3M Co., St. Paul 6, Minn. Export: 90 Park Ave. 
New York 16. Canada: London, Ontario. 





Greater profits through 
improved internal efficiency! 


OFFICE 
MANAGEMENT 
HANDBOOK 


Developed under the Auspices 
of the National Office 
Management Association 
Editor: HARRY L. WYLIE; 
Board of 33 Contributing 
Editors 


This new Handbook provides a com- 
plete key to efficient office operations 
through close coordination of systems, 
personnel, and equipment. Designed 
to give quick, practical answers to ques- 
tions of policy, procedure, and admin- 
istration, it stresses standard perform- 
ance factors, standard materials, and 
standard costs which can be applied 
to organizations of every kind and size 
Handbook uses concrete examples to 
demonstrate how America’s best-run 
companies are improving sales, produc- 
tion, customer relations, etc., through 
efficient office practices. 

21 SECTIONS match each sector of modern 
office ee aaa work simplification, staff 
organization, salary administration, work in- 
centives, employee supervision, office location 
and layout, furniture, ans woe correspond- 
ence improvement, reproduction processes, 
mechanization and automation, communica- 
tions, budgeting, etc. 

2nd Ed, Illus., 850 pp. $12. 


Accountants’ Handbook, 4th Fd. ...$15 
Cost Accountants’ Handbook ....$12 
---USE COUPON TO ORDER--- 
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serial number, issue period and library. 
Each of the four branch libraries, as 
well as the central library, has been 
assigned a pack of cards with a dis- 
tinctive color, while a master pack is 
retained by the machine room in the 
borough treasurer's department. A 
three-week book loan period is in force 
at Hampstead and, to operate a seven- 
week cycle, about 80,000 cards are re- 
quired for a library issuing 500,000 
The assignments to the 
therefore, were as 


books a year. 
various libraries, 


follows: 


CARDS ISSUED BOOKS A YEAR 
£0,000 500,000 
50,000 300,000 
50,000 200,000 
50,000 150,009 
50,000 200,000 
10,000 


LIBRARY 
Central Library 
Belsize Branch 
Heath Branch 
Kilburn Branch 
West Hampstead 
Master Pack 


The unit card principle is applied and 
one card is used for each transaction. 
This is photographed with the reader’s 
ticket and the book as before, the date 
of return being pre-stamped in the cen- 
ter panel of the card. To protect the 
punched card from misuse while the 
book is on loan, a book pocket is pro- 
vided into which most of the card can 
be slipped. 

When the book is returned by the 
borrower, the transaction card is re- 
moved and at weekly intervals the accu- 
mulation of cards is sent to the ma- 
chine room for sorting. Each branch 
has been allocated a special day of the 


| week, those with the largest issue being 
dealt with in the middle of the week. 


After any damaged cards have been re- 
punched, the pack is_ mechanically 
sorted into numerical order, interpolated 
against the master pack and duplicates 


For More Information Circle No. 400 —4 





To guard a much-used reference sheet 
This long-life tape is hard to beat! 


& SCOTCH BRAND 
No. 800 Acetate 


Film Tape 


OG e. 


Puts a smooth protective surface on price lists, rosters, etc. Never 
becomes brittle or cloudy, wont bleed adhesive, won’t mark, 
smudge or stain. Keeps sheets and labels neat-looking indefinitely! 


“SCOTCH” BRAND Tapes are a girl’s best friend! 


“SCOTCH” is a registered trademark for the pressure-sensitive adhesive tapes of 3M Co., St. Paul 6, Minn. Export: 99 Park Ave., 
New York 16. Canada: London, Ontario. 








Cl 
since 184-6 
No other pen or pencil can 
match the smooth-writing 
characteristics of a Cross, nor 
can any other writing instru- 
ment surpass Cross’ slender, 
perfect styling. 


Most appreciated as 
business and personal gifts. 











Write for free Business Gift folder. 


Your Choice of Yans or Fanails 


12 Kt. GOLD FILLED 
$6.60 each F.T.I. 
$13.20 sets F.T.1. 


QL. In LUSTROUS CHROME 
me, 


aN 


ia 
Pe of! oe’ \ 


[A.T.cROSS 
pang 


Providence 7, R. I. 


$7.50 sets no tax 


A wetcome gift for 

ail SLIDE fans. 40 

slides, at once, may 

be spread out on ’ 

the Slide-Sorter 

illuminated top for 

rapid... easy se- 

leetion and arrangement 

of slides in any order or 

sequence desired for screen 
projection. Order several for 
ifts... Order one for yourself. each 

Plus $1.00 for 
Postage and 

Handling 


atisfaction or money refunded. 
SendCheckor MonevOrdere NoC.0.D 


H. . GEIST CoO. 
8614 Lorain Ave., Cleveland 2, Ohio 








For More Information Circle No. 265 


of the unreturned transaction cards are 
used to print a tabulated list of overdue 
transaction numbers. An overall and 
| up-to-date picture of the unreturned 
book position thus can be studied each 
week and the progress of book recovery 
can be assessed. 

Cards missing from the sequence are 
re-punched in duplicate. One card is 
then used to replenish the library pack 
and the other serves to print the tabula- 
tion and act as a record for future 
cumulative lists as overdues. Before be- 
ing reissued, the library pack is gang 
punched with a revised issue period. It 
has been found in practice that only 
about one in a thousand issued punched 
cards has been damaged while in the 
hands of borrowers. Some remain in 
perfect condition after being used four 





$3.75 each no tax | 


times. 
| Since the work of punching, sort- 
ing and tabulating is absorbed into the 
| general routine of the machine room 
of the borough treasurer’s department, 
an exact assessment of the costs of the 
system is not easy. The pre-numbered 
| colored Powers-Samas cards cost £4. 
15s. 5d. per 10,000 and it is estimated 
that the actual operating time needed 
to meet the requirements of a library 
issuing 300,000 books a year is ap- 
proximately 4%4 hours a week: sorting, 
| 2% hours; interpolating %4 hour; re- 
| punching % hour; gang punching, % 
hour; tabulating % hour. It is believed 
that one operator will need about 28 
hours a week to handle the 1% million 
books issued annually by all the 
Hampstead libraries and that the sort- 
ing requirements can be met for the 
cost of the salary of one general divi- 
sion assistant. 
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Don't try to tear this—it’s no use 
: Se ainege ee 
Tough edging tape thrives on abuse. 
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SCOTCH BRAND 
No. 750 Acetate Fibre 


Kdging Tape 





Blueprints, catalog pages, office records last up to 10 times 
longer when edged with this tough, pliable tape. Model S-64 
Manual Edger handles paper, cloth, plastic, cardboard. 


“SCOTCH” BRAND Tapes are a girl’s best friend! 


"SCOTCH" is a registered trademark for the pressure-sensitive adhesive tapes of 3M Co., St. Paul 6, Minn. Export: 99 Park Ave., 
New York 16. Canada: London, Ontario 





Cut office costs with 
C&R TYPE I 
GENUINE 


Lower cost, 
versatility ee 
and durability — | 


You get all three when you specify Case 
& Risley Type I Genuine Pressboard for 
binders and other office uses. 


Extensive tests have proved that Type I 
Genuine Pressboard takes a greater 
amount of wear and abuse without 
breaking down, losing shape, or becom- 
ing dog-eared. This durability cuts 
replacement costs. And it guarantees 
maximum protection for your business 
records and papers. Ideal for binders, 
salesmen’s portfolios, catalogs, brief 
covers and index file guides. 


Send for free 

samples! Clip out 
the coupon below and 
mail it today. You'll 
receive free samples 
of C & R Type |! 
Genuine Pressboard in 
various colors. 


CASE & RISLEY PRESS PAPER, INC. 


Mokers of Genuine Pressboord 
and Similar Specialties 


Oneco, Connecticut 


CASE & RISLEY PRESS PAPER, INC. 
ONECO, CONNECTICUT 


Please send me free samples of your 
Type | Genuine Pressboard. 
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No Decrease in Workers 


We have automated office operations 
with electronic equipment. I do not be- 
lieve it will have a material affect on the 
future purchase of conventional equip- 
ment, at least not immediately. Obviously, 
some immediate reduction in other equip- 
ment, or savings in time or personnel, 
must be achieved to economically justify 
the installation of the electronic equip- 
ment. There should be an immediate 
reduction in the number of office em- 
ployees doing routine repetitive tasks 
which the machine can perform. If busi- 
ness continues to expand, there should be 
no appreciable decrease in the total num- 
ber of office employees in an increasing 
business market—WILLIAM J. SMITH, 
JR., Chief Procedures Analyst, United 
States Fidelity & Guaranty Co., Baltimore. 


Some Strange Comparisons 


I am a business counselor and I work 
with a variety of accounts, usually smaller 
businesses in the mercantile or manufac- 
turing field. Most of my relationships are 
continuing ones so that I know the com- 
panies intimately. Most of the equipment 
changes last year, and contemplated this 
year, are in the field of handling growth 
situations. There are some strange com- 
parisons. 

In one plant, we simultaneously installed 
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a single-write handwritten payroll system 
(about 50 employees) for a previous sys- 
tem that involved copying several times; 
a voucher check system for accounts pay- 
able on an Underwood Sundstrand elimi- 
nating vendor ledger cards; and a Friden 
Computyper to handle a high volume 
wholesale billing operation, replacing a 
previous typewriter, key-driven calculator 
set up. Now 1% clerks, using the Com- 
putyper plus an electric typewriter, do 
double the work of two full-time clerks. 
Within the next few months we probably 
will have to install a second Computyper. 

In another situation, the accounts re- 
ceivable handled on an Underwood Sund- 
strand, grew so rapidly that the accounts 
payable were forced off it. We sort of 
went backwards with the acquisition of a 
used Elliot Fisher machine which actually 
gives us greater flexibility (alpha-numeric ) 
on accounts payable. We are also substi- 
tuting mechanical feed microfilm equip- 
ment for hand feed. 


For a third account, we installed an 
NCR Sales Analysis Machine to handle, 
centrally, six related stores in four cities. 
Previously, the sales analysis was made in 
the individual stores. 

As you can see, there are still major 
demands for office equipment in growing 
smaller businesses that fall far short of 
electronic equipment. For my group of 
clients I can see, in the future, additional 
use of Computypers, replacement of hand- 
fed postage meters with mechanical feed 
postage meters, further application of 
photocopying equipment, replacement of 
certain calculators and/or adding ma- 
chines with newer and improved printing 
calculators, replacement of obsolete scales 
in shipping rooms with faster reading 
computer-type scales, installation of check- 
signing equipment in one plant, and the 
like. 

I think that the past ten years growth 
in the office equipment field indicates that 

(Continued on page 205) 
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WHICH BOSTITCH STAPLERS 
DOES YOUR OFFICE NEED? 


BOSTITCH B8R — choose this BOSTITCH TRAVELER — just the thing for 
handy work-saver in 3-tone gray, or black anyone who moves about and needs a 
with gleaming chrome. Comes with staple- stapler constantly. Clip to pocket or brief 
remover attached. Only $3.15” case. Remover attached. Only $3.25* 





BOSTITCH B12 STANDARD desk stapler BOSTITCH B5 — the masterpiece 
fastens two ways. Speeds work flow with of staplers. Unusually rugged construction 
fastening to fit the job — either permanent for long life under hard continuous use. 
or temporary. Only $5.95* Only $8.35* 





See and try the complete line of Bostitch staplers for home and 
office at your stationer’s soon. You'll find their cost is only a fraction 
of the time and money they will save you. 


* Prices slightly higher in West and Canada, subject to change without notice 


Fasten it better and faster with a O Ss I { I C Ht 


STAPLERS AND STAPLES 


302 Briggs Drive, East Greenwich, Rhode Island 
For More information Circle No. 194 
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COST REDUCTIONS IN WIRE COM- 
MUNICATIONS by Roy Stone. Christo- 
pher Publishing House, 1140 Columbus 
Ave., Boston 20, 350 pp., $10. 

In this second edition of what is per- 
haps the only book of its kind the 
author has brought the text up to date 
with current rates and new equipment. 
Describes the various telephone, Teletype, 
telegraph, radio and cable services which 
business uses, and shows how and where 
savings may be made. 


ACCOUNTANTS’ HANDBOOK by Rufus 
Wixon & Walter G. Kell. Ronald Press Co., 
15 East 26th St., New York 10, 1616 pp., 
$15. 5 


This 4th edition gives emphasis to im- 
portant new subjects while preserving the 
scope and detail of this complete guide to 
accounting theory, methods and _proce- 
dures, from the setting up of accounts to 
the audit and interpretation of financial 
statements. The work draws upon hun- 
dreds of authoritative sources and is cross- 
indexed to allow its use by any business- 
man. The “Accountants’ Handbook” has 
been universally used for over 35 years. 
Over 400 illustrations. 


INTEGRATED COST CONTROL IN THE 
OFFICE by Frank M. Knox, McGraw- 
Hill, 330 West 42nd St., New York 36, 
304 pp., $7.50. 

Techniques for reducing and controlling 
office costs are presented in this newest 
volume in the National Office Manage- 
ment series. Developed specifically for the 
office, rather than borrowed from factory 
techniques, these methods cover such fac- 
tors as control over forms, methods and 
procedures; clerical work measurement, 
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COTTERMAN TUBULAR 
gnaeie STEEL 


Mounted on Swivel Brake 
Casters which allow the tad- 
der to be rolled freely when 


cushioned legs re 
the floor and prevent rolling. 
Made in 13 heights — 4 
. Send for Circular 

and prices. 
I. D, COTTERMAN, Mfr. 

123 W. Spring Avenues 
Naperville, 11! 
For More Information Circle No. 326 














Saves 
Time, 
Labor 
and up 
to 40% 
in Space 


CORRES-FILE’ 


For modern secretaries, Corres-File brings 
all important papers to her fingertips— 
as Close as her typewriter—making her as 
fresh at 5 P.M. as at 8:30 A.M. No waste 
motion — everything’s in reach from a 
seated position. 


For the modern secretary and the modern 
Office, install Corres-File and you'll: 

@ Cut time in half @ Save costly labor 
@ Increase efficiency @ Double capacity 
without sacrificing space Petented 
Creator of Effective Tools for Effective Management 


Phone 


WASSELL ORGANIZATION, INC. 
Westport, Conn 
1 Please send free Booklet on CORRES-FILE 
Name 


Organization 
Address .. 


For More Information Circle No. 327 





work simplification, and automation, rec- 
ord controls, etc. Each method has been 
tested and proved in actual use in busi- 
nesses of varying sizes and kinds. 


1959 CATALOG, BUSINESS EDUCATION 
FILMS. Business Education Films, 630 
Ninth Ave., New York 36, Free. 


Lists more than 280 titles of motion 
pictures with title, duration, short descrip- 
tion, source and rental fee. Many are on 
clerical subjects. 


REFRESHER TYPING IN 24 HOURS by 
Philip S. Pepe. McGraw-Hill, 330 West 
42nd St., New York 36, 64 pp., $2.20. 
For working typists who want to im- 

prove their work, this manual offers exer- 

cises for upgrading speed and accuracy, 
spelling, punctuation, typing style, proof- 
reading, production and efficiency. The 

24 hours mentioned in the title refer to 

the book’s 24 one-hour exercises. A sec- 





guesswork in selecting help 


At last ... brief, easy to administer and 
grade aptitude tests for small or me- 
dium businesses. Perfected by nation- 
ally known psychologists ... assure ac- 
curate, scientific employeeselection ... 
reduce costly job-training. Introductory 
set of 8 ee eons postpaid 
—MONEY BACK GUARAN 

Send trial order now or write for FREE literature. 


31 South Carpenter Ave. 
APTITESTS a a 





tion covers typewriter care, use of the 
electric typewriter and review drills. 


AUTOMATION AND EMPLOYMENT 
OPPORTUNITIES FOR OFFICE WORK- 
ERS. Government Printing Office, Wash- 
ington 25, D.C., 14 pp., 15 cents. 

As vocational guidance for young peo- 
ple, this bulletin discusses the general im- 
plications of electronic data processing, 
and the occupation of programmer. 


GROUNDS MAINTENANCE HANDBOOK 
by Herbert S. Conover. F. W. Dodge Corp., 
119 West 40th St., New York 18, 503 pp., 
$10.75. 


Virtually every aspect of grounds main- 
tenance and development from the original 
selection of land, through planting and 
seeding, to the equipment and methods 
necessary to keep it in prime condition. 
Thoroughly indexed for use as a reference 
book. 


Put efficiency in your 
mail operation! This 
double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail 


Both baskets are re- 








movable 


BASKET SIZE—(Upper) 171/,x25x11; (Lower) 1712x258 
FRAME—High Polished Aluminum @ BASKETS REMOVABLE 
SHIPPING WEIGHT—33 Ibs. @ PRICE—-$45.00 @ TERMS 
1% 10 days, net 30 days @ F.O.B. Detroi 

Pe ae de oe ee) 


Write for free brochure — or, better still — order today! 


Chesley Industries, Inc. 


24777 Telegraph Road, Detroit 41, Mich. 





For More Information Circle No. 324 
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Revolutionary Low Cost Copymaker with... 


new COPY: QUUK teature 


Capies © 
Anyi 


Any Ink, Any Paper, Any Color ~ 
NOTHING LEFT OUT! EVERY COPY 
ERROR-PROOF, PHOTO-EXACT 
Now get copies of any original...typea, 
printed, photographed, written or drawn 
on one or both sides—it’s so easy with 
the all-electric fully automatic Apeco 
DIRECTOR Auto-Stat. Unique “‘speed- Styled by 
feed’’ feature enables everyone to make 7 , Charles E. Jones 
perfect copies every time. It offers hun- a 
dreds of money and time-saving appli- 
cations for every business, large or small. 
Its low, low budget price makes it the 
most practical copymaker ever... ideal 
for branch office or departmental use. 
*COPY-QUIK feature converts the 
DIRECTOR into a high speed, multiple 
copymaker, when more than one copy 
of the same original is required. Now, 
if you need one copy or any number of 
copies, you can get them fast and really Apéco 


save too! Use this amazing new machine D IREC T '@) R 


for all your copying needs. 


PLUG IN 
ANYWHERE Jeg 
a 


American Photocopy Equipmert Company * 2100 West Dempster Street + Evanston, Illinois 


For Mcre Information Circle No. 225 
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ie 
An Announcement OF ; 
Special Interest / 


To Users Of 
Office Collators 


Automatically Stacks Here 


Automatically Staples Here 


12 BIN COLLATOR 


couates- Automatically STAPLES - STACKS 
UP TO 12,000 SHEETS PER HOUR! 


Since the introduction of the mechanical collator in 1947, the 
American Office has awaited the development of a collator that 
would not only collate at higher speeds, but would staple and 
8 Times Faster Than By Hand stack automatically as well! 


— ee —— oy Collamatic’s new Collator-Stapler-Stacker does just that 
Ld a es and at a price the average office can afford. 
1000 SHEETS 8000 SHEETS IT 
: , 

Se alia aad: aida indies permits collating at speeds up to 12,000 sheets per hour! 
collating - stapling- with Collamatic’s IT staples collated sets automatically! 
stacking by hand Collator - Stopler- 

Stocker IT stacks collated sets automatically! 


2 Times As Fast 6 different models, from 8 to 20 bins, handle all office dupli- 
cated paper from 5% x 82 to 10 x 14. Available with single 
As All Other Collators or devblohented stupor. 
ls your present equipment inadequate 


and outmoded? If your collator requires If you now collate by hand or if you own a mechanical or 
hand stapling and hand stacking, Colla- 


; electric collator, you will want to know more about the new 
matic’s new Collator-Stapler-Stacker can Collematic Colleter Stoner Stock aout dak cinder Gites adalat 
process your work in half the time at ollamatic Collator-Stapler-Stacker. Send for you 
half the cost. today. 


DEPT. 102 


COLLAMATIC CORPORATION 


NEW JERSEY 


For More Information Circle No. 195 
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The world 
of letters 
relies on 


PRECISION TYPEWRITERS 


««e to do the job— 


easier, faster, finer! 


Olympia precision typewriters— 
standard and portable—are 
preferred the world over for their 
quality, value and ease of operation. 
Fully-equipped with the most 
advanced and worthwhile typing 
features, an Olympia turns out the 
most exacting assignments easily 
... with crisp—uniform— 
and distinctive results. 
With over 50 years of 
manufacturing experience, every 
machine is precision-built to the 
highest standards—assuring 
quiet, consistent, trouble-free 
performance year after year. 


P Authorized Sales & Service 
C ty ie the World Over 
OLYMPIA DIVISION i 
Inter- Continental Trading Corporation SF Lightweight Portable 


90 West Street +» New York 6, New York 
For More Information Circle No. 188 
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NOW IN 4 sizes 


The demand for Production Dynamos is 
mounting daily . . . so we’ve increased the 
line! On all four models, the vacuum frame 
loads in the conventional face-up manner 
. .. then—with a touch of the release knob— 
the entire frame pivots face downward for 
exposure! A special-design reflector and a 
built-in carbon arc lamp guarantee a less 
than 10 percent light variation over the 
entire area. Perfect contact between plate 
and negative is accomplished by means of 


an exclusive, one-piece molded live rubber 


blanket. Unlike conventional units, there is 
virtually no light leakage. Production Dyna- 
mos are compact units easily operated from 
one position. 


30,072 


FT-26 (21"x2414” size) 
FT-32 (28"x32” size) 
FT-40 (30"x40" size) 
FT-62 (50"x62” size) 


As an extra convenience . . . glass on 
the FT-62 raises by means of supports 
on either end, for easy operation. For 
further information on all of the above 
models, contact your dealer, or write 
for Bulletin 500-0. 














company, inc. 
General Office and Factory: 824 S. Western Ave., Chicago 12, Ill. 
EASTERN SALES AND SERVICE: 214 FOURTH AVENUE, NEW YORK, N.Y. 


For More Information Circle No. 196 
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We want you to try the best ron? 


transfer files on the market, \ PREP RS 
STAXONSTEEL. The only " capacity in each 
transfer files that build their pe Size Transfer File. 

own steel framework as you 

stack them. This exclusive Seseneeeeeeeesaees 
feature permits you to utilize 
all floor and ceiling area to 
full advantage. Drawers have 
smooth, gliding action for 
ready-reference to all trans- 
ferred records. This unique 
file will save space, time and 
money. To get your trial 2- 
pack, do this: Fill order form 
at right giving simple details 
asked for. We pay the trans- 
portation! 


° 
nr 


BANKERS BOX COMPANY 
2607 North 25th Avenue 


O DU Franklin Park, Ilinois 


nal 


Gentlemen Please send prepaid at once No. 511 
STAXONSTEEL 2-pack @ 10.70 Prepaid. 
(Priced slightly higher in the West) 


Company 


; Address—St. 
Specializing in Record Storage 
Equipment Since 1918 


BANKERS BOX COMPANY 
2607 North 25th Avenue 


Franklin Park, tll. 


City 





My dealer’s name is 


at 


LPR RRRR RRR RRR R RRR RRR ERE RRR EE FES | 
For More Information Circle No. 199 
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HOUNDS | 


Chasing the letter, invoice or other paper you want 
is neither efficient nor profitable — and totally un- 
necessary if you file by the ACCO method, Let 
your Stationer brief you on Accobind Folders, 
Accopress Binders and the Acco System for keeping 
papers in order and safe. See him today — and 


stop playing “Hare and Hounds” with your files. 


“ACCO BOUND PAPERS ARE SAFE PAPERS’ 


ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg e New York 


In Canada: Acco Canadian Co., Ltd., Toronto 


For More Information Circle No. 254 
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*This keyboard entry 
check dial is provided 
only on the Marchant, 
among all American- 
made calculators. 


Modern Management Counts on Marchant 


Whether the problem is addition, subtrac- 
tion, multiplication or division, touching just 
one wrong key in the keyboard can lead to a 
wrong answer. That is why, on other types 
of calculators, the keyboard is a danger 
zone that constantly threatens figurework 
accuracy. Wrong answers increase figure- 
work costs... and errors can be costly! 

But with the Marchant calculator it’s dif- 
ferent. On a Marchant, the keyboard zone is 
a safety zone! Only on a Marchant* do you 
get straight-line, keyboard-dial proof of ac- 
curacy. You can see every entry at a glance. 
Marchant’s visible proof of right entries 
means you can be confident of right answers! 

Ask the local Marchant Man to show you 
how this accuracy insurance can save you 
from expensive errors, cut your figurework 
costs, and boost figurework output. Or, write 
on your letterhead for full information. 


MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC. 
OAKLAND 8, CALIFORNIA 


For More Information Circle No. 227 
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CRAMPED 


- for filing space ? 


. the new, modern system for filing active records. With 

VERTI-FILE you can file over twice as much material in the 
same floor area as with a conventional file. 
Each unit of VERTI-FILE holds 23% lineal feet of active rec- 
ords ... and positions them for faster and more efficient usage. 
By comparison, a regular 4 drawer file holds 8% lineal feet of 
records. So don’t be cramped... get VERTI-FILE! 


For details, call your local DeLuxe dealer or write us direct. 


DELUXE METAL FURNITURE CO. Warren 18, Pa Division of Royal Metal Mfg. Co. 


- - * + “ As A OM-89-06 
For More Information Circle No. 198 


THe Orrice—February, 1959 





Lf 
y i 
At R. L. Polk’s busy Detroit office, 
Bunn Tying Machines facilitate handling 
of up to 1,500,000 mailing units a day! 


Machine-tying 


beats hand-tying 10 of 


Take it from R. L. Polk & Co., inter- 
nationally famous direct mail organ- 
ization. Machine-tying with Bunn is 
the automatic way to streamline your 
tying methods! 

Ties anything. Mail, printed mate- 
rials, packages, cartons—yes anything 
you now tie by hand can be tied 
neater, tighter and faster on a low- 
cost Bunn Package Tying Machine. 
Operation is simple, positive. All 
you do is position the object to be 
tied, then step on a trip. Automat- 


PACKAGE TYING MACHINES — SINCE 1907 


ically, you get a precision, slip-proof 
tie ...in 1% seconds or less. Faster 
than hand tying? About 10 times. 
And remember: size or shape of the 
object to be tied makes no difference. 
The Bunn Package Tying Machine is 
completely self-adjusting. 
Send today for full data on how Bunn 
automatic tying can cut costs for you. 
Use the handy coupon below. 


/ B. H. Bunn Co., Dept. OF-29 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates how 
we may cut costs with Bunn automatic tying. 


Name 


B. H. BUNN COMPANY 
7605 Vincennes Ave., Dept. OF-29, Chicago 20, Ill. 
Export Dept.: 10406 S. Western Ave., Chicago 43, Ill. 


Company 
Address 


For More Information Circle No. 203 
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BiG MACHINE OPERATION... 


LET'S MAKE A DATE 


4, Vath. TO AUTOMATE! 


speed, quality, style ‘s 


LITTLE MACHINE PRICE! 


Makes seven most la 
PREMIER so 


office folds . . . completely automatic 


AAut0-FoLverR 
14995 


Loaded with features of ma- 
plus FET 


chines that cost twice as much 
. - all yours at the lowest price 
ever. 


e Automatic Conveyor-Stacker 
e Automatic Feed 

e All Electric Operation 

e Easy Adjustment 

e Speedy Production 

e Beautiful Finish 

e Full Guarantee 





Opens average office mail in less than a 


minute... up to 400 pieces every sixty seconds... 
Completely automatic. $99 95 PR E M I E R 
plus FET F 


AXut0-orener 


All electric envelope opener 


High performance features at a 
budget price! 


e Completely Automatic 
e Fast, Economical 

e Space Miser 

e Complete Safety 

e Attractive Finish 

e Fully Guaranteed 





proouct or MARTIN YALE, INC. 


100 WEST FULTON STREET ° CHICAGO 12, ILLINOIS 


For More Information Circle No. 339 
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not just “copies”... 
but copies precisely like the original... 
thousands if needed...in minutes! 


Xerography copies the quality, too. 
Whether it’s a simple report of a few pages 
and a few copies, or a monumental report 
of hundreds of pages, you can copy it onto 
duplicating masters faster by xerography 

-and still retain all the crispness and im- 
pact of the original quality. 

That’s a boon for any executive. It 
means that every copy distributed will be 
as sharp and clear as yours. 

You get copies precisely like the original 
—thousands if needed—in minutes. And 
xerography’s versatility permits enlarge- 
ments, reductions, or size-to-size copying. 
The cost is low—so low you can now do 


things you never before thought economi- 
cally feasible. 

Write for proof-of-performance folders 
showing how xerography is saving time 
and thousands of dollars for companies of 
all kinds. Haloid Xerox Inc., 59-217X 
Haloid Street, Rochester 3, N. Y. Branch 
offices in principal U.S. and Canadian 
cities. 


HALOID 
XEROX: 


For More Information Circle No. 202 
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You can fill all your 
multiple mailing needs with 


the Dennison Line 
of Addressing Labels 








SHEETS 
The standard addressing label 
— for typing or duplicating.33 
pin-perforated labels (2'%.@ x 
1”) on 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, blue, buff, 


salmon, canary, cherry, green. 
in 25 sheet or ream packages. 


eos ewe eeeeeneeene 


eoeoeeeen eee eee eee eee wee eee eeweeeweeeeeeeeeeeereeeeeeeeeeee 


4-PART SNAP-APART CARBON SETS 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels eg lined up until 
snapped apart. 33 labels (21%. 
x '% 6") on a sheet. White only. 


7 
7 
. 
. 
. 
. 
. 
. 
. 
. 


eeeceerweow ewe eee eee eee ewe ee eeeeeereeseeeeeeeeeeeeeeeeeeeee 


ROLLS 


Dennison Addressing Labels come in 

continuous rolls of 1000 couponed 

labels, 3 x 1” or 3x 1%", ina dispensing 

box. Accurate spacing allows labels to be 

A with a minimum of adjustment. 
hite only. 


eeeereeeereeeeeeee 


peewee eee e eee eee eeeeeeeee 


eoeceeeveoee eee ee eee & 


eeeeeeeeeeeeee 


Dennison quality labels plus 
special Dennison gumming Framingham, Mass- 
insure satisfaction. 


Order Dennison. Addressing 
Labels from Your Stationer. 


IO ie EL eT gee 


For More Information Circle No. 220 
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SAVE MONEY! Make your own negatives 
with a KENRO camera 





FREE—COST CALCULATOR 


Gives you the answers on savings .. . 


The development of the compact, 
precise, easy to operate Kenro 
“Vertical 18” Camera has made it 
possible for hundreds of offset 
printing plants and reproduction | aes ts 

departments to save money and (Tse sete 

improve service and quality by ee 

making their own line and halftone Kenro Graphics, Inc. Dept. F-2 

negatives. 25 Commerce Street, Chatham, New Jersey 
Today the Kenro camera is an 
accepted essential of the offset 
printing team. If you don’t already 
own a Kenro, you owe it to your- 
self to find out how much you can 
save. So clip the coupon for your 
free cost calculator right now. 


KENRO GRAPHICS, INC. 


For More Information Circle No, 180 


Please have my local dealer send me a free 
cost calculator. 


Name 





Address 








fate ae ea 
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Over 325,000 satisfied users. say: 


Why buy T 


ip 


oa 


WO when ONE will do! 


GELOSO 
STENOTAPE 


is the 7’ lb. electronic miracle 
-hardly larger than your 'phone— 
that’s both 


A HI-Fl DICTATING-TRANSCRIBING MACHINE 
A CONCERT-QUALITY TAPE RECORDER 








Only GELOSO 
STEN( JTAPE 


carries a nation-wide 
ONE YEAR parts & service 
warranty PLUS ALL THESE 
TOP RATED FEATURES — 


7% |b. portability- AC 

Small as a ‘phone 

2 hour dictating capacity 

Built-in hi-fi speaker 

Speech and music speeds 

Fast rewind and forward speeds 
Automatic erase and correction 
Guaranteed jam-proof operation 
Just 4 color-coded plainly marked 
pushbuttons 

Takes standard re-usable tape 
High-impact styrene cabinet 
30-ft. microphone pick-up 

for meetings, conferences, etc. 
Operates in car, boat, train, plane 
— in or out of smart carry-case 
New, exclusive Tape Index 

& Log Pad 

Low-cost optional accessories 





Complete with ultra-sensitive mi- 


and only 
crophone for conferences and ef- 


§ 95 fortless dictating, continuously 
re-usable long-play tape, take-up 
reel, cordovan-finish carry-case, 
tape index and log pad. Finger tip 


or foot pedal control slightly extra. 
NATION-WIDE ONE YEAR PARTS AND SERVICE WARRANTY 


a Automatically DOUBLES 
| your productivity 
+ Effortless ‘‘no hands” dictation 
— Two-hour tape capacity — 
Letters, memos, instructions, 
reports, interviews, meetings, 
conferences, etc. 





t= Automatically DOUBLES your secretary's capacity 

$i True-fidelity ends “ear fatigue’—A joy to use 
with foot or hand control—Secretary does other 
work while you’re dictating.’ 


Many low cost accessories for business, professional, home use 
Dictate or listen in car, boat, train, plane. Use earphones or extra 
speaker. Record phone conversations, etc., etc., with the world’s 
most versatile tape recorder-transcriber! 


101 BONUS USES for executives, professionals, researchers, re- 
porters, sales managers and salesmen at home and on the road, 
account executives, purchasing agents, etc. — and for everyone 
to preserve forever voices of family and friends. 


FREE DEMONSTRATION-SEND FOR ILLUSTRATED BROCHURE No. 52 


AMERICAN GELOSO ELECTRONICS, INC., 312 Seventh Avenue, New York 1, N.Y., LA 4-9936 


For More Information Circle No, 197 
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@ Combines all the best features of 
cotton, nylon and silk ribbons 


a 


@ Chemically treated for 60% 
GREATER INK ABSORBENCY 

@ Will give sharp clean copies from 
the very first day. 

@ Copy from a KEMLON ribbon 
erases clean from the start. 

@ Will never fill the type keys. 

@ The color will last until the fabric 
is worn through. 

@ Dual Spools for greater ribbon 
changing convenience. 


THERE’S A Klean Write 
KEMLON RIBBON FOR EVERY 
TYPEWRITER! 


Retail 
KEMLON Ribbons—', $22.50 
inch wide, 18 yards long per 


dozen 

Retail 
KEMLON Ribbons for $27.50 
electromatic IBM type- 
writers—%*— inch wide, 24 
yards long 


dozen 


Quantity and dealer price list on request 


FRANKEL MANUFACTURING COMPANY 
Established 1906—Manufacturers of 
World Famous Klean Write Stencils, 
Typewriter Ribbons, Carbon Paper and 
Ball Pens 


285 Rio Grande B'vd. ¢ Denver 23, Colorado 





} TRIAL ORDER TODAY! 





To: Frankel Manufacturing Compan 

285 Rio Grande Blvd. +» Denver 23, Colorado 
Please send me a trial order of dozen Klean 
Write KEMLON Typewriter Ribbons. It 1 am not 100° 
satisfied, | can return the order and receive full credit 


COLORS 
DEGREE OF INKING Heavy Medium Light 


MAKE OF TYPEWRITER 
Name 

Firm Name 

Address 


City . State 
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alt kinks of office printing and duplicating 








MACKINAC 


( 
ay) 





BUSINESS PAPERS 
ob 


The fine modern papers in the MACKINAC line 
are specially finished to work fast and accu- 
rately on high speed office printing and dupli- 
cating machines. 


MACKINAC high quality papers are made from 
100% bleached chemical wood pulp only and 
have surfaces specifically prepared to insure 
cleaner, sharper, clearer impressions. 





MACKINAC BUSINESS PAPERS are precision 


Here are the papers cut at the mill to 8% x 11” and 8% x 14”. Mill 
that comprise the 


conditioned and packaged in moisture proof 
MACKINAC line .. . 


wrapper, each of these papers is available in 


® MACKINAC BOND brilliant White and six bright colors. 
® MACKINAC DUPLICATOR Sold by authorized distributors. 
® MACKINAC MANIFOLD 
iia amieaie | FLETCHER PAPER COMPANY 
~Z toes conamnes ma aes Pm * 
® MACKINAC OFFSET 90 NORTH WACKER * CHICAGO 6, ILLINOIS 
® MACKINAC OPAQUE Mill ot ALPENA, MICHIGAN 


For More Information Circle No. 308 
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John A. Potter, director of 
sales at the Hotel New 
Yorker, New York, with a 
Norelco 35 Dictating Ma- 
chine which the hotel pro- 
vides for the use of guests 
who wish to dictate cor- 
‘respondence or record busi- 
ness meetings in their rooms. 
Recorded reels can be 
mailed to the guest’s office 
for transcription. 





Sioux Chief Black 
Elk was quoted as 
saying at the 
Minneapolis 
Sportsman Show: 
“Sure beats smoke 
signals.” He was 
referring to the 
Eastman Kodak 
Bantam Verifax 
Copier held by 
Howard Nay of 
Century Camera 
Shops, Minne- 
apolis. 
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The pool serves as an exhaust for WWP’s heat pump, third largest in the world. 


WWP’s New 


Service Center 


The $712 million service center of 
Washington Water Power Co., Spokane, 
comprises three separate buildings: an 
84,000 sq. ft. service building; a five-story, 
114,000 sq. ft. office building, and a 21,000 


sq. ft. combination auditorium-cafeteria. 
The center is located on a 28-acre land- 
scaped site cu te Spokane River and em- 
ploys 70° popie. The machine accounting 
departme::t processes 147,000 electric bills 
a month (“0C0¢ « day) and an inventory of 
almost 8000 separate items is maintained 
for use in daily power operations. There 
is also a repair garage to service WWP’s 
246 motor vehicles. 


This covered out- 
door terrace of the 
cafeteria section 
has radiant electric 
heating panels, 
made of chemi- 
cally impregnated 
paper, in the ceil- 
mg and electric 
heating cables in 
the floor. (See op- 
posite page.) 
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The systems operating office of Washington Water Power Co. has a 60-ft. control board 
for their ten hydroelectric plants, an important link in the Northwest Power Pool. 


The office building 
is connected to the 
centrally located 
auditorium - cafe- 
teria by a glass 
arcade. This arcade 
can be removed to 
make room _ for 
future additional 
office space. 





WWP’s _ engineer- 
ing drafting room 
where fluorescent 
lighting provides 
up to 170 foot- 
candles without 
shadow or glare. 





est Ba SO Oe 


General ‘sales offices in the new haiesinanie building of Morton Salt Co., Chicago, 


showing five-drawer files (at left) with drawer fronts in orange, green, yellow and beige. 
The files were made by General Fireproofing Co. as were the Generalaire desks and 


Goodform chairs. 


Kenneth Walski, in charge of the printing 
and duplicating department at the Lake- 
shore Div. of Bendix Aviation Corp., St. 
Joseph, Mich., using a Copease Duplex 
photocopier. When specifications are re- 
ceived for outside jobs, copies are made 
for all departments so that they all can 
estimate their part of the work at the same 
time. This prevents anything being omitted 
from the final bid. 
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Office Lighting at 500-1000 Footcandles 


New demonstration office of the General Electric Lighting Institute at Nela Park, Cleve- 
land. Comfortable lighting ten to 20 times brighter than the average in today’s modern 
offices is provided by two flerible lighting systems. Lighting is integrated with other 
comfort control systems for savings in air-conditioning and heating. People prefer much 
higher light levels, even for easy office tasks, than available in today’s best lighted offices, 
according to data so far accumulated from allowing visitors to adjust the light level for 
different types of office work. 


Man’s quest for 
light to work by is 
traced by R. T. 
Dorsey (right), 
supervisor of com- 
mercial lighting ap- 
plications, and W. 
S. Fisher, office 
lighting specialist, 
to visitors to the 
G-E Lighting In- 
stitute at Nela 
Park. Display 
board is a feature 
of the _ institute’s 
new office lighting 
facility. 
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New office building of American Mutual Liability Insurance Co. on a 40-acre tract beside 
Lake Quannapowitt in Wakefield, Mass., houses 850 office workers and includes an em- 
ployee lounge, cafeteria, variety store, non-denominational chapel, medical clinic and 
bank. Repair shops, post office, print shop, stockroom, archives, laboratories, photo 
studios, darkrooms and garage are in a one-story wing of factory type construction. 


American Mutual’s New Office Building 


Corridor between 
executive offices. 











Main entrance 
lobby. (See op- 
posite page.) 





American Mutual’s 
purchasing depart- 
ment buys all sup- 
plies and equip- 
ment, company 
autos and print- 
ing; also handles 
travel and hotel 
reservations for 
company repre- 
sentatives. 


The personnel de- 
partment adminis- 
ters personnel 
policies, recruits, 
tests and _ selects 
new employees, 
handles on-the-job 
training and coun- 
seling. 


“Be 


The central tran- 
scribing room 
faces a glassed-in 
tropical garden. 
Here 14 girls tran- 
scribe dictation re- 
corded on dictat- 
ing machines con- 
nected to tele- 
phones on desks 
throughout the 
building. 





Printing numbers on wheels was a trouble- 
some operation but new standards raised 


output from 1800 to 2300 a day. 


PMTS System 


A system of predetermined motion time 


standards, to suit their own needs, 
been developed by 


o) 
WH, 


@ 
ws 


Direct reading dimension indicators on 
lathes and millers eliminated stops for 


measuring and errors in settings. 


has 


English Numbering 


Machines Ltd., Enfield, Middlesex, Eng- 
land. Below are some of the symbols they 
use to designate operations in the manu- 
facture and assembly of small components. 


A new numbering wheel assembly unit 
halved the time previously required to 


assemble 


31 parts at one work station. 





MTS SYMBO 


BODY, LEG & FOOT MOTIONS 





2) LETTER DENOTES CL assiF ic ATION 


WY 


jansom OEWOTES OIREC TIOm 


2) &- DENOTES PaLMED OBJECT 





we LETTER DENOTES CLASSIFICATION 
' | sanow DENOTES OIRECTION 

— 

= 


e 
“—y © - DENOTES PALMED OBJECT 





cn 
an 
™| 


CONTACT GRasP 
REGRASP , AN) —ASSIST GRASP} 
TRANSFER GRase 
sn 
pn 
can 


SELECTIVE GRASP 
PRESSURE GRASP 


— CONFINED AREA GRASP 





9 


POSITION 
oR 
ASSEMBLE] 


89 
Cag - 
P9 


BLIND POSITION 
CONFINED AREA POSITION 


— PRE - POSITION 





f 


APPLY 
PRESSURE 





—*i -— ONE DENOTES - UGHT PRESSURE 


2” -tTwo ~ MEDIM 
“es 9 — THREE - HE avy . 


NOTE - PRESSURE APPLIED IN THE 


1TL xe - 








icine 





OCIRECTION INDICATED BY £2 20W 


OBJECT OR COMPONENT 

CLAMP 

UNC LAMP 

LOCATION 
| 
oF ws 
7 = 


“~ - RELEASE “ES 


DISENGAGE 
PERMANENT STORE 


TEMPORARY STORE 
CONTACT 
RELEASE 
" & - ME CYCLE - awTO 


OM = M/C CYCLE -MaNUAL 
0 - 


a 


DEL AY - UNCLASSIFIED 
AVOIDABLE DELAY 

“s - 
fh «- 


U USE 


UNAVOIDABLE DEL AY 
wOLO 


Pam OBJECT 
- PLAN 
D - frocus [Fw] 
d_ - wspect @- React 


TR 1° | TURN RIGHT-OR-LEFT 
I OGGREES 


R - porate [pecrees) 
HT — HEAD TURN 








| AKOBK 


| u/PoO 


| STO 
sit 
|} PC/A 


lFIR - 





FM = FOOT MOTION HINGED AT ANKLE 
FOOT MOTION WITH HEAVY PRESSURE 
LEG OR FORELEG MOTION 
SIDE STEP — CASE 1 
SIDE STEP ~ CASE 2 
KOK = BEND, STOOP OR KNECL 
ON ONE KNEE 
oR AKOK 
STOOP 


ARISE FROM BEND, 
DR KNEEL ON ONE KNEE 
- KNEEL TO FLOOR ON BOTH FNEES 
ARISE FROM KOBK 
TB 1 - 
aa - 
wi 


TURN BODY — CASE 4s 
TURN BODY - CASE 2 
- WALK PER FOOT 
UNPaLmM OBJECT 
MKS - MOVE KNEE TO SIDE 
us UP STEPS 
OS - DOWN STEPS 
STANO FROM SITTING POSITION 
- $1T DOWN FROM STANDING POSITION 
PUSH CHAIR AND GET UP [aR sc) 
PC/ST 


PULL CHAIR AND SIT DOWN 


COMBINED FOCUS - INSPECT- REACT 











Alum-O-Lith Positive 
Plate and you'll see 
a sharp, clear image 
pat once. No waiting, | 
no wondering,no 
eye-strain. 


_. Harris Positive Offset by new 
Plates and achieve 


‘perfect color match on e ‘ 
every job, Harris Harris Alum-O-Lith 
ithereby saves you : 


“money, insures rine 2 O}-3 WAS DO 


Ly |tomer satisfaction. 


working offset plates 


For More Information Circle No. 219 


There’s much more to tell, but nothing equals a demonstrat 


Titre LITHOPLATE, INC. 


INTERTYPE A Subsidiary of Harris Intertype Corporation 
ier 278 N. Arden Drive, El Monte, California 
Sree 5308 Blanche Avenue, Cleveland 27, Ohio 





eel 





are Sauneeey we See enna Ul = —Y 


As dependable and personal as your portable typewriter— 
and just as easy to carry—the Piccolo combines the best fea- 
tures of larger, more expensive spirit duplicators at a price 
even small businesses can afford. Check these advantages: 
@ Unusually brilliant copies ® Uses any spirit carbon or fluid 
© Rugged construction * Copy size to 9” x 13” 
© Nothing to get out of order © One turn of handle per copy 

a ® Up to 5 colors at one time 


Write us for dealer nearest you. 
DEALERS : Available in almost 
every city in the U.S.on 

a non-exclusive basis. 


COPY-CRAFT inc. 
Dept. 29, 105 Chambers St., New York 7, N. Y. © BArclay 7-4150 
CARGON PAPER ANDO RIBBONG - 


OUPLICATING. PHOTOCOPYING ANO SYSTEMS MACHINES ANO SUPPLIES 


For More Information Circle No. 255 


THe Orrice—February, 1959 





4/8 WNW. ArGen Vrive, Ei Mone, Varrornia 
pet oenemmnbate 5308 Blanche Avenue, Cleveland 27, Ohio 


“For friendly 
ping” 


Revolutionary new 

streamlined Cash Register, with 
automatic, itemized receipts, numbered 
and dated, stamped with the Firm’s name; 
accumulating automatic, customer 
counter, as well as built-in 

adding machine. 


In Canada: Regna Cash Registers 

of Canada Lid’ 7 704 Notre Dame = W; 
Montreal, Que., and Business Equi 
Machines, 489-R King St. W. Toronto, Ont. 
OUTSIDE CONTI TAL US. 

Jorgen S. Lien, Box 507, Bergen, Norway 


COMPLETE 
PROTECTION 
FOR SHOPKEEPER 
AND SHOPPER 


Sensational ! 
Simply Fantastic! 


REGNA 

Cash Master 

“The Dream 
of every 
Retailer” 


Mail the coupon—Mail it today—Mail it now! 








a. 


REGNA CASH REGISTERS INC., 
175 Fifth Avenue, New York 10, N. Y. 
Gentlemen: 


Please rush more information on the new Regna Cash 
Master and outline advantages of becoming a Regna Dealer. 


Name. 





Add 


City 








For More Information Circle No. 228 
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“It copies anything ...in 12 seconds! 


...and the developing agent 


lasts a whole month!” 


Here it is... Copycat’s new deluxe wall model— 
world’s fastest photocopier at any price! 


Thanks to an exclusive new Copycat 
development, you can now have sharp 
picture-like copies of anything printed, 
written or drawn, finished and ready-to- 
use in 12 seconds! 

The key to this speed and quality is 
Copycat’s patented spray process —a 
process so startling that the machine 
can be used every day for a month or 
more without the need to change its 
developing agent. And since you never 
have to “warm it up” or clean its belts, 
Copycat runs practically unattended, 
is always ready for use. 


Copycat corporation 


Add to this the space-saving wall 
mount feature — a benefit you can take 
or leave because you can remove Copy- 
cat and carry it from desk to desk, from 
job to job, without fuss or bother. 

If you've been less than satisfied with 
copying machines...tired of slow ma- 
chines ... fuzzy copies . . . messy devel- 
opers ... you owe it to yourself to see 
the r:2w Copycat. Copycat is four times 
faster than any other photocopier and 
its developer lasts five times longer. 
Write or phone for a free demonstra- 
tion in your own Office today. 


you can’t 
damage 
hk originals 


215 Fourth Ave., New York - Phone: ORegon 4-5582 





> For More Information Circle No. 184 
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and a few uses 


ad 


Bulletins 
Reports 
FORMS 
Charts 
Literature 
Booklets 
Magazines 
Listings 
Manuals 
CATALOGS 
Price Lists 
PARTS LISTS 
Drafting 


Instructions 


Copy by Vari-Typer. 
Heads by Headliner. 


arithmetic of 


great savin gs 


One Vari-Typist and one 
machine can supply the 
type... attractively profes- 
sional-looking, as in the copy 
you are now reading... for 
any method of printing or dupli- 
cating. Type fonts, in all 
popular styles and sizes, 

are instantly changeable 

and automatically spaced. 
Savings are enormous, 


Looks like 
a typewriter... 
Writes like PRINTING! 


A SUBSIDIARY OF 
ADDRESSOGRAPH-MULTIGRAPH CORPORATION 


For Full Information, Fill in and Mail to Dept. D 22 


VARI-TYPER CORPORATION 
720 FRELINGHUYSEN AVENUE, NEWARK 12,N.J. 


For More Information Circle No, 200 








new economy adding machine by oO} re. re. Oo - x< 


economy priced to save you money — 4-way guarantee 
and continuous-duty design assures long trouble-free 
service—_____the famous “‘addo-x”’ features include: 
direct subtraction——repeat add and subtract—total 
and subtotal in red——direct-action function keys—— 
symmetrical, interlocked keyboard 7/8 capacity 
see yourdealerorwrite: “addo-x’’ 300 Park Ave. NY 22 


sensationally low list price $198.50 


For More Information Circle No. 221 
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from 

any angle 
your 
best buy 


COLE 


PORTABLE 


Professional writers like 
Quentin Reynolds and 
Kenneth Banghart choose Cole 
above all other portables, 
because only Cole has all the 
important features they 
demand in a typewriter... 
Mist Green, Desert Sand or 
Cole Gray. Complete with 
matching carrying case... 
only $94.50 plus tax. 


COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Steel Equipment Co., Inc. * 415 Madison Avenue » New York 17, N. Y. 


For More Information Circle No. 251 





Typing errors... even whole phrases ...can 
now be erased like magic with just an ordi- 
nary soft rubber pencil eraser. There’s no 
smudge —no smear. Pen and ink signatures, 
however, are just aS permanent as on 
regular bond paper. 

Gilbert Superase Bond is also excellent 
from an appearance standpoint. It has the 
smart cockle finish always associated with 


Send for Free Superase Folder, 
which includes erasure testing area. 


Gilbert Paper Company 
Menasha, Wisconsin 


Gentlemen: Please send Free Superase Fplder with test area. 
Name 

Firm Name 

Street 


City 


quality papers, and it has a sparkling white- 
ness — good opacity. 

In printing for letterheads or formwork 
Gilbert Superase Bond requires no special 
handling. It is not slippery, will take any 
hard drying ink, and there is no tendency 
toward “tackiness.” Your printing supplier 
or Gilbert Merchant can give you complete 
information. 


For More Information Circle No. 248 


GILBERT 


PAPER COMPANY 





In Systems Analysis: 


What Is Typical? 


EDMOND W. McNAMARA, Office Consultant, Bridgeport, Conn. 


HOROUGH CLERICAL systems 

analysis frequently means an exact- 
ing study of volumes of clerical data to 
get facts such as, how many of a given 
document are processed in a day, a 
week or amonth. After the number of 
units processed has been ascertained, 
the next step is to determine what con- 
stitutes a representative, or typical, 
specimen of the paper involved. In a 
detailed survey of a purchasing depart- 
ment’s procedures, for example, the 
analyst wants to know how many pur- 
chase orders are processed in a month, 
on the average. This data can be se- 


cured from a purchase order register, if 
maintained; from the stock issue records 


which shows the number of forms 
bought and issued; or by more labori- 
ous means. 

Next, the analyst wants to know 
what constitutes a typical purchase or- 
der. This may not be so easy. He may 
ask questions, getting the informed 
opinions of those who work with the 
purchase order or its copies. If he 
asks four supposedly informed people, 
he is apt to get four different answers. 
Furthermore, while searching for data 
as to the number of purchase orders 
processed, he may find that there are 
two or more major types of purchase 
orders written. In a manufacturing 
concern these are likely to be: raw ma- 
terials, purchased parts and supplies. 
They may all be written on the same 
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form, but there the similarity ends. 
Actually then, he may have to deter- 
mine what is a typical purchase order 
in each category. 

In determining what is typical, he is 
interested in such factors as how many 
items usually are ordered on an order. 
Although solicited opinions may vary 
on this, he can readily resolve the dif- 
ferences in one of several ways. He 
can accept the opinion that appears to 
be most reliable and founded on experi- 
ence. He may strike an average arbi- 
trarily, or he may conduct his own in- 
spection and settle for what looks rea- 
sonable to be representative. In a not- 
too-critical study, such analysis may be 
adequate. So what if the analyst misses 
by 10 or 20%? 

However, as the analyst gets involved 
with larger volumes and more com- 
pelling feasibility studies, it might not 
be adequate. With many clerical hours 
involved, the method of writing the pur- 
chase order takes on more significance. 


The analyst must therefore concern him- 


self with such factors as how many 
written lines are on a typical purchase 
order; what constitutes a typical ven- 
dor address, and similar data. This 
takes him into more painstaking areas 
of statistical study. His final concep- 
tion of an order will have direct bear- 
ing on the number of clerical work 
hours involved in its production. This 
in turn equates directly to the method 
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11,664 
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EXAMPLE: 50,000 orders per month range from one to 25 items per order. Analyze one 
order out of each 100 orders to produce 500 counts. 


VALUE OF AVERAGE 


8 
16 
7 
12 
15 
12 
9 
I 
I 
/ 


103 


= 9.30 which, on Table Il opposite, shows between 80% and 90% 
probability that the true average will differ from the computed 
average by less than 10%. 


SQUARE OF VALUE 
64 
256 
49 
144 
225 
144 
81 
121 
121 
49 


1254 








Courtesy Paul B. Mulligan & Co., Inc., New York 


Fig. 2. How to calculate the value of m. This simplified example uses ten groups of 50 
values each. Actually, 20 groups of 25 values, or 100 groups of five values, would be 


recommended. 


chosen: what type of machine is to be 
used? In larger applications it helps 
determine how many machines are 
needed and how many clerks are re- 
quired to operate them, a considera- 
tion which often becomes the crux of 
economic feasibility studies. 

In the circumstances, the less experi- 
enced analyst begins to get on tricky 
ground. He is dealing with the type 
of analysis that demands more than the 
average analyst is trained to handle. It 
requires at least a working acquaint- 
ance with work measurement prin- 
ciples. Clerical time values become im- 
portant factors in his appraisal of the 
present method and in his recommended 
version of an improved method. If the 
analyst is not versed in work measure- 
ment, he must prepare himself to use 
time values, either by learning to use a 
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stop watch, or by securing and learning 


to use standard time data. Using such 
standards, he at least is on the road to 
a fair comparison of methods. In ap- 
plying time values he must learn the 
techniques of counting the number of 
carriage returns, measuring distances 
traveled by machine carriages, counting 
typewriter keystrokes, and many other 
elements or subdivisions of a clerical 
operation. 

Once he masters these techniques 
(and they are not difficult) his studies 
become more profound and the caliber 
of his analyses should improve. He 
has injected some elements of the scien- 
tific approach into his work. His find- 
ing and his recommendations should 
prove more valid. He should have a 
better chance to succeed with an in- 
stallation. He is more apt to correctly 





Fig. 3. Analysis of invoices to determine the number of typewritten lines on an average 
invoice. Every tenth invoice (5000) was inspected. 
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recommend the number of machines 
and people required for a given level 
of clerical activity and for varying levels 
of activity. I say, “more apt” purposely 

more apt than he might be without 
use of these techniques, but there still 
is no assurance that he will have gone 
far enough or that he has determined a 
typical purchase order on 
base his recommendations. 


which to 


o| # 


——, ——— —_—y— 
ZOE Arar, /| 0 24 | /5¥2] 576|53562 


We 
niques 


say that he has learned tech- 
of counting typewriter key- 
strokes, for example. He has learned 
how to count. But does he know how 
long to count? Where to start; when 
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Fig. 4. Analysis to determine the number of lines on an average order and an average 
invoice. Every tenth one (5000) was inspected. 
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to quit. These can seriously affect the 
validity of his conclusions, especially in 
a critical application. 

Engineers have developed what might 
be called, loosely, tables of probability. 
These are designed to indicate to the 
person testing an array of data, at what 
point he has tested sufficiently to be 
within a desired range or degree or 
accuracy. To use these tables, the per- 
son making the tests must learn a few of 
the fundamentals of statistical sampling 
and decide how fine a test is required in 
a given situation. A good text book 
on statistics, plus practice, will give the 
average analyst all the bacl:ground and 
proficiency needed for systems analysis. 

In statistical volume study we aim at 
a true average of all the data, homo- 
geneous in nature, that is available to 
use. In some instances, such as an in- 
voicing situation, this may mean ten 
20, 50,000 invoice copies per month. 
The amount of data might be so great 
that it would simply take too long to 
make a complete study. So we use 
methods of sampling the data. We aim 
at a sample that is small enough to take 
a minimum of time, yet large enough 
to give us representative data. Obvi- 
ously when we study less than all the 
data we never will arrive at true aver- 
age, but we can determine with con- 
fidence that the true average is within 
certain limits of the average which we 
compute. That is the purpose of proba- 
bility tables: to tell us within what range 
of accuracy we are apt to be in comput- 
ing averages (see Fig. 1). 

To illustrate the use of these tables, 
take the problem of determining the 
average number of items on an invoice. 
A cursory inspection of the invoice file 
reveals that some invoices have only 
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one item, and others spill over onto a 
second sheet. The range is apt to be 
wide. If we select the longest invoice 
we find it may contain 35 items. Our 
average is going to be somewhere be- 
tween | and 35—but where? 

With a year’s volume of invoice 
copies at hand, the analyst may decide 
to test a month’s volume, let’s say, 4000 
invoices is his base sample. He further 
decides to count and record the num- 
ber of items billed on every tenth in- 
voice. For each ten invoices recorded, 
he determines an average. Following 
this procedure he will end up with 40 
arithmetic averages, representing the 
4000 invoices. These averages are then 
put through the statistical method of 
least squares: add up the 40 averages 
and square the sum (multiply it by it- 
self). Then square each of the in- 
dividual averages and add all of them 
together. Dividing the larger number, 
the first one computed, by the smaller 
one, we get a factor which the engi- 
neers call an m value. In our case, the 
m value is determined by dividing the 
square of the sum of the 40 average 
values, by the sum of the squares of the 
40 averages (see Fig. 2). 

Now, suppose the m value obtained 
is 36.21. In the table, read down the 
first column to 40, the number of read- 
ings in the sample, and we find that 
36.60 is the highest value shown. Thus 
we are 98% sure that the true value 
lies within 10% of our average value. 
However, if we go to probability Table 
I and locate the factor 36.21 we will 
find that we are only somewhere be- 
tween 80% and 90% sure that the 
true value is within 5% of our average 
value. In fact, it is nearer to 80% than 
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see 


evans 





to 90%. This suggests that more test- 
ing is needed. Generally, in large vol- 
ume work, it is recommended that the 
analyst take a sufficient number of 
values so that he can be 95% sure that 
he is within 5% of the true value. Then 
he will have a typical value or average 
that will withstand scrutiny, challenge 
and time. 


Fig. 2 gives an example of the calcu- 
lations in computing the value of m 
for purposes of using the tables. Fig. 3 
is an actual analysis made by the writer 
in 1953 which has withstood the “on- 
slaughts of time.” In this study the ob- 
jective was to be 98% sure on the 10% 
table. It will be noted that I tested re- 


sults after the first 200 recordings (20 


batches) and found that I was only 90% 
sure of true average being within 10% 
of my average. (At this point I hadn’t 
even computed my average. If I had, 
it would have been close to what I 
finally arrived at, but not close enough). 
Not being accurate enough, I tested fur- 
ther. A check after 300 recordings re- 
vealed 95% sure of being within 10% 
—still not enough. After 400 recordings 
we were still a little bit away. Finally 
after 500 recordings we computed the 
factor 44.7, which on the table beside 
50 readings, indicates we just made 
98% which was our goal. This 44.7 
brought us in only at the 86% point on 
the 5% table. This was good enough 
for us in light of our volume. It would 
still be unsatisfactory in a really large 
volume situation. 

On the surface, recording data from 
500 orders may appear to be a great 
deal of work. It really isn’t, after the 
analyst gets familiar with the technique 
and develops a rhythm. In fact, he 
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can quickly train a clerk to do this 
for him. He will find short-cuts and 
simplifications. For example, we said 
that Fig. 3 is an actual analysis made 
by the writer and it is, in substance. 
Actually, the data was not drawn off in 
just that manner. Since we also needed 
to know the average number of items 
on an invoice, and because both sets of 
data could be secured from the same 
documents (a spirit duplicating order- 
billing system was being used so each 
invoice copy also showed the number 
of items originally ordered) the record- 
ing for both were made concurrently as 
shown in Fig. 4. The final calculations 
and determination of the average num- 
ber of items on both the order and the 
invoice were computed as shown at the 
bottom of page 73. 

Granted there are quicker, less tedi- 
ous and less complex ways to arrive at 
the item which we are to call typical 
and representative in our clerical pro- 
cedures. But today, when modern of- 
fice equipment deals in microseconds 
and milliseconds, when even peripheral 
equipment costs thousands instead of 
hundreds of dollars, when skilled help 
is a premium item; then it is of ex- 
treme importance that we ascertain with 
accuracy the number of machines we 
must buy, the number of people we 
must hire, train and pay to run these 
machines. We can do this only if we 
can translate our productivity require- 
ments into standards of machine hours 
and manhours. To do this we must 
arrive at fairly exacting time values for 
clerical operations. Exacting time 
values can be established only after we 
know what really is typical and repre- 
sentative. 


oe 





Getting More 


Out of Your 


Periodical Reading 


HAROLD S. SHARP, Chief Librarian, 


IME WAS when a business execu- 
tive could keep abreast of current 
developments in his fields of interest 
merely by reading a few technical maga- 
zines. Today, with the greatly aug- 


Abstracts of periodical articles are deliv- 
ered to interested executives. 
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ITT Laboratories, Fort Wayne, Ind. 


mented emphasis on research and 
development and the ever-increasing 
flood of technical literature in virtually 
all business and industrial fields, it is 
no longer possible for a busy man to 
remain informed of current 
solely by haphazard reading. 

A survey showed that most 
top executives examine approximately 
seven periodicals each month, and read 
perhaps half of them. Yet, informa- 
tion of vital interest to a given execu- 
tive may appear in over 100 periodicals 
in a single month. With so many from 
which to choose, hit-or-miss reading is 
the inevitable result, which is generally 
a waste of the executive’s time. This 
costly misuse of high priced manhours 
may be eliminated by inaugurating a 
system of selective reading for current 


events 


recent 
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Efficient storage of periodicals is difficult on crowded shelves. 


information, and adequate filing of that 
information for future reference. By 
making current data available to man- 
agement in capsule form on a selective 
basis and storing it in such a way that 
it can be easily retrieved when needed, 
valuable time and effort can be saved. 

Selective reading for the executive 
can be achieved by the intelligent edit- 
ing and abstracting of his periodical 
reading matter before it reaches his 
desk. This, if done properly, will give 
him, in a few words, the essence of 
current magazine articles, carefully 
selected with his particular interests 
and requirements in mind. 

An alternate solution to this problem 
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is to send the executive marked copies 
of periodicals which have been scanned. 
The executives may skim the articles 
so marked and disregard ones not spe- 


cifically called to his attention. He 
may, of course, read the table of con- 
tents and thumb through the magazine 
but, if the scanning and marking is 
done intelligently, this should not be 
necessary. 

Some executives prefer to see cer- 
tain magazines as soon as they are 
received in the library. 
handled by placing the name of the 
executive concerned on an 
distribution list for 
Such lists, 


This can be 


automatic 
those magazines 


however, should be in ad- 
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Inexpensive storage files hold unbound 


periodicals ready for use. 


dition to the abstracting and/or send- 
ing marked copies of magazines to 
those interested. 

A shotgun approach is also effective 
in drawing the attention of executives 
to significant articles. This may be ac- 
complished by the publication of a 
library bulletin at regular intervals, gen- 
erally weekly or monthly. The bulletin, 
which may be duplicated by any 
process, lists new periodical articles by 
title, author page number. The 
bulletin is given company-wide dis- 
tribution and experience has shown 
that, following the issue of a new bul- 
letin, circulation of periodicals in- 
creases. Since titles of articles in some 
magazines may be misleading, the li- 
brarian should be careful to include 
only pertinent references in the bulletin. 

In selecting periodicals, and in scan- 
ning and abstracting, the librarian must 
remember executives other than those 
concerned with the company’s basic 
fields of interest. A paint manufacturer, 
for example, is interested in industrial 
chemistry and carries subscriptions to 
periodicals, in that area. But, like all 


and 
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business concerns, the paint manufac- 
turer has a sales, personnel, industrial 
relations and other departments where . 
the work is far removed from indus- 
trial chemistry. The time of executives 
in these divisions is no less valuable 
than that of any others, and should be 
conserved as much as possible. 

The Worcester home office of the 
State Mutual Life Assurance Co. uses 
the abstracting system to advantage. 
About 50 magazines and newspapers are 
examined, and pertinent articles relat- 
ing to the life insurance business are 
condensed and distributed to nearly 100 
executives on a bi-weekly basis. The 
abstracting is done by John D. Drum- 
mey, public relations director, and his 
staff. The Eli Lilly Co. of Indianapolis, 
furnishes a similar service to its execu- 
tives, the abstract preparation being 
done under the direction of Mrs. Irene 
Strieby, library consultant. 

Abstracting is best accomplished by 
the company librarian, as he is trained 
in a highly specialized profession and 
can intelligently select and examine 
periodicals, prepare abstracts of signifi- 
cant articles, and forward them to the 
proper executives. If, after examining 
an abstract, the executive wishes to read 
the article in its entirety, he may request 
the librarian to send him a copy of the 
periodical in which the article appeared. 

Abstracts should be not more than 
100 words in length, and are best pre- 
pared on 3” x 5” cards. » These are 
duplicated in sufficient quantity to en- 
able them to be distributed to all in- 
terested executives. Copies are filed in 
the library, indexed by author, title and 
subject, with reference to the specific 
publication in which the article ap- 
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peared. This permits quick location of 
an article when required. 

It is often necessary to refer to peri- 
odicals published in the past. This 
necessitates either retaining backnum- 
bers of the periodicals or using micro- 
film. There are advantages and dis- 
advantages to both. The nature of the 
company of which the library forms a 
part is the primary guiding factor in de- 
termining which of the two storage 
methods is most efficient. If, for ex- 
ample, a company is concerned with re- 
search in an extremely narrow subject 
field, it will be necessary to maintain 
long runs of bound volumes or micro- 
films. In such instances the cost of 


storage space is an important factor, and 
the use of microfilm would probably be 
less costly than storing bound volumes. 
On the other hand, if an organization 
is concerned only with current statistical 
or economic information, it, may keep 


periodicals on hand from six months 
to a year and then discard them. In 
this case, paper editions of periodicals 
are preferable to microfilm as the stor- 
age cost is a relatively unimportant fac- 
tor and microfilm, delivered at the end 
of a volume year, lacks timeliness. 

In practice, it has been found that 
some periodicals are worth retaining 
indefinitely while others may be dis- 
carded soon after receipt. Sometimes 
only a few articles from periodicals are 
worth keeping and these articles may 
be clipped from the periodicals and filed 
for future use, while the rest of the 
periodical is done away with. Again. 
the cost of storage space should be con- 
sidered in determining whether to re- 
tain or discard old printed matter. It is 
best to examine the list of periodicals 


Tue Orrice—February, 1959 


subscribed to and set up a retention 
schedule, based on probable future in- 
formation value of the subject matter 
of each periodical and the possibility 
of having to refer to articles after the 
periodicals themselves have been dis- 
posed of. 

All periodicals should be retained for 
at least six months. Some of these 
should be kept for from one to five 
years and then removed from the col- 
lection, and some should be bound in 
hard covers and retained permanently, 
unless, for the latter category, micro- 
film is used. Which periodicals fall 
into which group is, of course, a matter 
to be decided by the company con- 
cerned, based on its own requirements. 

Periodicals which are to be retained 
for a period of years, but which do not 
merit binding, should be assembled in 
annual volumes (or half-yearly or quar- 
terly if the bulk of the publication is 
unusually large) wrapped in heavy 
paper, tied and stored. Each bundle 
should be clearly labeled with the name 
of the periodical and the issues con- 
tained therein. These bundles may then 


The entire contents of one year’s issue of 
a periodical are contained on three rolls of 
microfilm. 





A microfilm reader permits quick reference 
to published material. 


be stored horizontally on shelves in the 
storeroom. In instances where peri- 


odicals are referred to frequently, stor- 
age in 842” x 11” x 36” storage files 
permits easy access and eliminates the 
need for untying and retying packages. 


Periodicals are, in the aggregate, 
quite bulky and, as indicated above, the 
storage of them in any quantity can be 
comparatively costly in terms of ex- 
pensive space. Microfilming has cer- 
tain advantages over storing full-size 
paper copies and is used in many in- 
dustrial libraries today. This method 
of retaining reference matter is ex- 
tremely simple. When the librarian 
subscribes to the regular paper edition 
of a periodical, he also places an order 
with one of the microfilm companies 
for a microfilm edition of the same 
periodical. The latter, costing approxi- 
mately the same as binding the full-size 
paper copies, is delivered at the end of 
the volume period or year. Paper copies 
are used in the library and discarded 
after the microfilm is received. Today 
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virtually all periodicals of significance 
are available on microfilm. 

The microfilm is used with a reader, 
of which both portable and stationary 
models are available, and some permit 
making full-size facsimile prints on 
paper without the use of a darkroom. 

There are certain definite advantages 
inherent in microfilming of periodicals 
over binding. The cost of the reader is 
more than offset by the storage space 
saved. While it is true that duplicate 
subscriptions to periodicals, one of the 
paper edition and one of the microfilm 
are required, the cost of a microfilm 
edition is approximately the same as 
permanently binding the paper edition. 
Microfilm eliminates the necessity of 
replacing magazines which become dam- 
aged or lost in circulation. Thus, cur- 
rent magazines become more expend- 
able; pictures and articles may be 
clipped without destroying permanent 
records. Also, the malicious tearing of 
pages of bound volumes, and “borrow- 
ing” them without bothering to sign 
them out, is eliminated. (Few people 
have microfilm readers at home.) While 
microfilm does not circulate, the paper 
editions of the periodicals do, and once 
these are no longer current they would 
normally be used only for reference and, 
as such, would remain in the library. 

By combining an abstracting service 
with a well organized system for retain- 
ing the subject matter of selected peri- 
odicals for reference use, the executive 
will be able to keep up with current de- 
velopments in his field, increase the 
scope of his business reading without in- 
creasing the time devoted to it, and be 
able, on short notice, to refer to previ- 
ously published information, all at 
minimum cost. 
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Job Shop Keeps 


Direct Cost Records on 


Marginal Punched Cards 


HAROLD SWEET, Chief Accountant, 


Ohio Div., Associated Spring Corp., Dayton 


NFLATION may some day make the 

lowly penny an obsolete unit of cur- 
rency. If so, we'll keep its memory 
alive because, as a job shop serving 
several segments of industry, fractions 
of a cent in unit product cost spell the 
difference between profit and loss—or 
whether we, or a competitor, land a 
contract. The Ohio Division of As- 
sociated Spring Corp. is one of our 14 
plants, located across the U. S. and 
Canada. We are the leading domestic 
manufacturer of precision mechanical 
springs, small stampings, wire forms 
and assemblies. To describe our product 
line is practically impossible because 
each of our orders is made to the exact 
specifications of a customer. We’ll take 
on any assignment involving springs or 
metal forms. 

In that description lies a costing prob- 
lem which we suspect is duplicated in 
thousands of industrial operations across 
the country. Ours is one of the smaller 
divisions of Associated Spring Corp., 
yet in our costing operations we have 
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17 different overhead rates. We have 
found it impossible to serve our cus- 
tomers properly and spread plant costs 
across the board. Unsatisfactory profit 
or unrealistic pricing in job-type opera- 
tions can often be traced to improperly 
analyzed costs by operations. 

Consider two theoretical contracts 
on which we might bid. Both call for 
labor operation X but one also needs 
operation Y. We charge only direct 
costs of needed labor operations. Why 
wouldn’t an overhead rate, which 
bridged both operations, serve our pur- 
pose? Let’s consider just one influenc- 
ing factor. The equipment deprecia- 
tion rate of operation X might be negli- 
gible, while the rate of Y could be im- 
pressive. It’s simple mathematics that, 
in the absence of detailed overhead 
rates, we would be pricing ourselves out 
of the market on the contract not need- 
ing Y; and fail to make a fair profit on 
the one that did. 

Actually the future of Associated 
Spring for this year was decided in the 
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The author studying monthly costs sum- 
maries by departments. The figures are 
cumulative and comparative by months. 


engineering departments of our cus- 
tomers last year. These engineers not 
only determined specifications, but 
rough cost estimates. Then our cus- 
tomers’ marketing and sales people de- 
cided if overall cost was competitively 
realistic. If the answer was, “No,” 


parts’ estimates were arbitrarily lowered. 
Then conferences with suppliers, such 


as Associated Spring, were held. The 
problem? Could we produce such and 
such a spring within specifications for 
a given price? 

Reliable answers to these questions 
are highly essential to our economy. 
An overpriced part adds that much 
sales resistance to the marketing of the 
end product. An _ underpriced part 
eventually means unreliable suppliers 
because the simple mathematics of 
profitable operation says this cannot 
continue. The writer can imagine no 
more effective means to blunt inflation 
than costing which is sufficiently de- 
tailed to afford pinpoint controls. But 
it must become a general philosophy of 
business and industry to be effective. 

For each of our departments we pro 
duce a monthly cost summary report. 
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Fellow accountants have looked on 
these with envy, wished they could 
afford the manpower and equipment to 
have similar controls. This is a mis- 
conception, for the creation of these 
reports is simple, needs minimum man- 
power and equipment. Actually the de- 
tail of the reports is only that data es- 
sential to producing the division’s 
monthly income statement. The trick 
is to do so by taking off department 
summaries on the way to the income 
statement. 

Needed is a unit record for sorting 
and tabulating of detail. We use Key- 
sort marginal punched cards, manufac- 
tured by Royal McBee Corp., Port Ches- 
ter, N. Y. There are several methods 
by which these cards may be created 
and processed to fit varying volumes 
and complexities. We use perhaps the 
simplest. 

In several convenient plant locations , 
we have supplies of Keysort labor 
tickets. Since our skilled employees 
are above average in intelligence, it 
works admirably to let our production 
people make out their own job tickets. 
For each job, worker enters date, name 
and clock number on the face of the 
card. He also posts factory job num- 
ber, operation and machine. When 
the job is completed he enters the num- 
ber of pieces produced, with rejects. 
Time started and finished also are re- 
corded. 

Around the margins, holes code all 
the data outlined above. At the end of 
the day, a girl notches this information 
with a Keysort Keypunch, the only 
processing equipment we need aside 
from the sorting needles. 

By 9:30 the next morning all Key 
sort records are needle sorted to vari- 
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At last! a typewriter carbon with built-in 


ENDURANCE INSURANCE 


NU-KOTE—/first plastic-base typewriter carbon ever—outlasts ordinary 
carbons 3 to 1! Cleanest copies ever. Yes, NU-KOTE copies stay clean, keep 
your hands clean. Comes in one weight and finish. Sharp, clear copies first 
to last. For any typewriter, for just about any copy job imaginable. Try it! 


For a freesample of NU-KOTE, just mail this coupon attached 
to your company letterhead. 


Dealer Sales Dept., Burroughs Corporation, Detroit 32, Michigan 
In Canada write Acme Carbon & Ribbon Company, Limited, Toronto 13, Ont. 
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ous accounts, extensions made, tabula- 
tions effected and postings completed. 
(Distribution of accounts payable com- 
pletes our posting.) Since this is a daily 
operation, our records are accumulative. 
We never have month-end peaks. In- 
stead, the addition of the last day of a 
period means early, up-to-date reports. 

Departmental accounts in our cost 
summaries are divided into controllable 
and non-controllable. We know the 
cost per direct hour for each classifica- 
tion. Housed in a unit analysis binder, 
the comparative figures give us a quick 
visual check of where we have recently 
been; and point the way to immediately 
get after the “red flags.” 

We know, for instance, the break- 
even point in our operations. Histori- 
cal data set the direct hour minimums 
by departments, below which we would 
be operating at a loss. Historical data, 
incidentally, are invaluable in meeting 
our complex estimating situation. We 
make such a wide variety of products 
that we can refer to costed jobs almost 


identical to an estimating problem 
facing us. Since nearly every job in 
our shop is separately costed and bears 
its proportionate factory costs by opera- 
tions, we know we are using reliable 
comparisons. 

It has been said that out of most 
wars comes some good in the way of 
technological, medical and scientific ad- 
vancement. Likewise from economic 
slowdowns come efficiencies, for such 
times demand improved methods for 
survival. When volume _ increases, 
business should never return to its old 
inefficiencies. I am convinced that the 
tighter control of costs forced upon all 
of us by the economic slowdown will 
survive. I am equally convinced that 
true cost control cannot exist without 
establishing overhead rates by opera- 
tions. Each department and opera- 
tion must stand on its own feet and 
bear its proportionate share of the ex- 
pense and costs. There is no other way 
to spot waste and _inefficiency—and 
eliminate it. 


Key punching data 
from the face of 
the Keysort labor 
tickets which are 
processed each 
day, and ready for 
tabulation and 
summaries’ the 
next morning. 
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not asked to believe this without 

proof, We will gladly send 

you a detailed, colorfully 

illustrated brochure titled 


va “RESERVE SEATING”... 
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Clorin Mfg. Co., Dept. 50 4640 W. Harrison St., Chicago, IM 
How can we make one chair do the work of three. Send us the 
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apace with onrushing Science 


In speed, in accuracy, in overall performance 
Monro-Matic” Calculators are far ahead. Where 
other calculators depend on human decision 
Monroe Calculators work automatically saving 


time, saving money, reducing errors 


Monro-Matic Calculators are being bought today 
by top companies like these 


LOCKHESD UNITED STATES 
= te LINES 

; \ 
For the greatest savings choose the world’s 


most advanced calculator al ° 
See the MAN trom . e?, ye) 3 


for CALCULATING 


Monroe Calc¢ul achine Inc., Orange, N J +) ADDING « ACCOUNTING 


i DATA PROCESSING MACHINES 
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Offices for sales and service throughout the world 
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The Case 
of the 
Expectant 
Employer 


Ewing Galloway 


trying to fit the right employee to 
the right job, I found myself, one bright 
morning, wondering just what it is that 
the employer really wants from his em- 
ployees. Job aptitudes and skills, de- 
pendability, honesty and reliability, for 
example, are obviously requirements. 
Yet certain inconsistencies in employers’ 
requests have come up in the course of 
my daily contacts with various person- 
nel managers. I have found, to cite 
only a few examples, that employers re- 
quest: 

Young people, because they are 
younger and more pliable; older people, 
because they are mature and have more 
sense. 

People who take their jobs seriously, 
because they are more reliable and con- 
scientious; people who do not take their 
jobs too seriously, because they are not 


Tue Orrice—February, 1959 


FLORENCE D. HOLMGREN 


Co-Owner, Metropolitan Personnel Service, Fort Wayne, Ind. 


A FTER MORE THAN a decade of 


set in their ways and more amenable to 
change. 

People with lots of experience, per- 
mitting the employer to save on train- 
ing time; people with no experience 
who can be trained as the employer 
wishes. 

People who can take over in the 
boss’s absence; people who won't try to 
take over. 

People who can be hired cheaply; 
people who want a good salary, because 
they know they are worth it. 

Girls who are good looking, because 
they dress up the office; girls who are 
not good looking, because they work 
harder. 

Single girls, because they are more 
permanent; married girls, because they 
are more permanent. 

All this just didn’t make sense, so I 
decided to conduct a 


small survey 
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NO SHOW-THROUGH.... 


Nekoosa Bond 
Nekoosa Offset 
Nekoosa Opaque 
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Nekoosa Duplicator 
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Nekoosa Fax 
Nekoosa Master-Lucent and 


companion ARDOR Papers 





ways better 


PRINTABILITY—Curl-free, wrinkle-free, Nekoosa 
Opaque goes through high-speed presses fast, letter- 
press or offset. 

ECONOMY—Mail more pieces per ounce. Nekoosa 
Opaque is light in weight, yet keeps show-through to 
a minimum. 

OPACITY—Nekoosa Opaque rates high in opacity, 
and it has a firm, smooth surface that reproduces full- 
colors or black-and-white beautifully. 


-...-even on lightweights 


USE 


AND BEAT HIGH POSTAGE COSTS 


Be kind to your purse—and do yourself a favor, too—by 
specifying Nekoosa Opaque. It’s a real money-saver! Thanks to 
Nekoosa Opaque’s high opacity, now you can use a lightweight 
paper and still have a show-piece without show-through ! 


you look better on 


“Vehoosa pipers 


NEKOOSA-EDWARDS PAPER COMPANY 
PORT EDWARDS, WISCONSIN 


= at Port Edwards and Nekoosa, 
in, and P: d New York 
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Across America, Cole Steel Equipment has 
been chosen to convey the character of famous 
corporations, important small businesses and 
thousands of distinguished professional offices. 
ral ond Se es Through functional design, Cole Steel furniture 
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increases efficiency and adds dignity .to the 
office you keep. Create a “new look” with Cole. 


our latest catalog 


Cole Steel Equipment Co, Inc » 415 Madison Ave, New York 17,N.Y.+ Canada: 329 Dufferin St., Toronto, Ont. (» COLE-STEEL- 











among business houses in the Fort 
Wayne area, to get employers’ ideas 
on the matter. Surely there was some 
consistency in the qualifications for em- 
ployees required by employers as a 
group. The employment situation is, 
or at least should be, one of mutual 
benefit to both employer and employee. 
Too many employers and too many em- 
ployees forget this. As a result, there 
is all too frequently a lop-sided per- 
spective on service. If it could be de- 
termined just what employers really 
wanted, I thought perhaps at least some 
of them could be made happy. 

With this in mind, I contacted 30 
local office managers and employment 
supervisors. The business areas involved 
included banking, insurance, utilities, 
transportation and retailing. The execu- 
tives contacted were asked, “What quali- 
ties, attributes and/or characteristics do 
you consider most desirable in your 
General comments were 


employees?” 
also requested. Answers to the question 
revealed that certain points predominate 
as being those things which most em- 
ployers want, expect and seek to find 


among either those people already 
working for them, or among prospective 
employees when they are being inter- 
viewed for employment. 

Heading the list of desirable employee 
attributes was loyalty. Employers, 
almost without exception, felt that if 
an employee is “for the company,” the 
battle is half won. The employee’s atti- 
tude is important because the loyal 
worker will see things as the company 
sees them and will work with, rather 
than against, his supervisor. 

Next frequently listed was the ability 
to get along with others. Those who 
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cooperate make for a congenial work 
atmosphere, and this minimizes diffi- 
culties arising from personality clashes. 

Promptness was considered of great 
importance. In large organizations par- 
ticularly, tardiness and failure to meet 
target dates and deadlines can, in the 
aggregate, cost a good deal of money. 

Reliability was another characteristic 
mentioned by most employers. Others 
indicated “dependability,” which is 
pretty much the same thing. While 
good supervision is required for maxi- 
mum efficiency in any organization, 
employees who can proceed on their 
own, and take the initiative where neces- 
sary, are very desirable. This was ex- 
pressed by one employer as “the ability 
to think independently and creatively,” 
and ties in with “pride in a job well 
done.” 

Honesty as a desirable trait is a fore- 
most requirement, as is the ability to 
keep confidences. Apparently con- 
siderable trouble is caused by employees 
who handle confidential information be- 
ing unable to resist the temptation to 
blab to their friends. 

Other desirable attributes 
by the survey include neatness in work 
and personal appearance (most em- 
ployers thought one was indicative of 
the other), productivity, a feeling of re- 
sponsibility, and courtesy. 

In conducting the survey I asked em- 
ployers to indicate their particular pet 
peeves, so far as employees were con- 
cerned. Seven such peeves stood out, 
plus one general group involving the 
opposite of all things previously stated 
as desired attributes. The peeves in- 
cluded: 


indicated 


(Continued on page 219) 
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bersand adjustments. 
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The Individual Approach in 
EXECUTIVE DEVELOPMENT 


ROBERT HOPPOCK, Professor of Education, New York University. 


XECUTIVE DEVELOPMENT be- 

gan with the report card method. 
An all-wise superior, presumed able to 
appraise the quality of his subordinate’s 
work, told the subordinate where he 
had succeeded and where he had failed, 
diagnosed weaknesses and prescribed 
remedies. Like the docile student, the 
subordinate would then respond by do- 
ing what teacher told him to do. He 
would “develop” and everybody would 
be happy. 

The report card method has worked 
for management about as well as it 
works in education. The worker who 
fears disapproval, the worker who wel- 
comes direction, responds to this method 
and does as he is told, unless he is told 
to be more independent, to show more 
initiative. Then he is baffled because 
the whole report card system is un- 
wittingly designed to take the initiative 
away from the subordinate and place 
it in the hands of his supervisor. The 
appraisal is all in terms of the super- 
visor’s values, the supervisor’s judg- 
ments. The subordinate is given no 
chance to think in terms of his own 
values, or to make his own judgments, 
or use his own initiative. 

Education recognized the limitations 
of the report card method several 
decades ago. Teachers began looking 
for ways to enlist the values, judgments 
and self-motivating interests of the stu- 


92 


dent in the pursuit of his own educa- 
tion. This was essentially a research 
and development activity. Like all 
such activities, it involved a great many 
experiments that failed and a few that 
paid off. The failures are responsible 
for the disgust that many persons now 
feel when they hear the words “progres- 
sive education.” The successes have. 
been so enthusiastically accepted that 
the most severe critics of education 
would not tolerate their removal from 
the public schools. Some of the suc- 
cesses were based upon the project 
method, in which students set their own 
objectives, worked toward them, and 
learned by doing. 

Executive development is moving 
into the project method stage now. Re- 
cent articles by Maier', McGregor’, 
Ohmann*, Spates* and others have de- 
scribed the limitations of the report 
card. Currently, management is urged 
to shift more of the responsibility for 
development from the supervisor to the 
subordinate. Among the suggestions 
which have been offered are: 


1Maier, Norman R. F. Three Types of Appraisal 
Interview. March-April 1958. Personnel. Pages 
27-40 
2 McGregor, Douglas M. An Uneasy Look at Per 
formance Appraisal, May-June 1957. Harvard 
Business Review. Pages 89-94. 
%’Ohmann, O. A. Executive Appraisal and Coun 
seling. November 1957, Michigan Business Re- 
view ages 18-25. 
* Spates, Thomas G. What’s Wrong with “Execu 
tive Development”? December 1956. Management 
Review. Pages 1073-1080 
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NOIIPRIE CVEN VOIID DDECENT 


Let the subordinate appraise himself 
and submit his appraisal to the boss. 
Sometimes he will be more critical of 
himself than his boss would be of him. 

Let the man suggest the area in which 
he wants to develop. Build on his in- 
terests, his values, his needs as he sees 
them. 

Shift the emphasis from the man to 
the job. Ask him to formulate his ob- 
jectives for the year ahead and his plans 
for meeting them. Then let him suggest 
how he needs to develop to reach the 
objectives that he has set for himself. 

Make this planning a joint project of 
the man and his boss. 

In reacting against the report card 
method, there is danger that business 
may make some of the same mistakes 
that were made in the early days of 
progressive education. Human beings 
often seem to swing from one extreme 
to the other. The fact that 


one ex- 


treme did not work does not prove that 
the other extreme will work. Neverthe- 
less, some of our naive enthusiasts are 
already leaping nimbly from one band- 
wagon to the other. 

We may expect 
method of executive development the 


from the project 


Same success and failures that pro- 
gressive education has experienced in 
the American public schools. It will 
succeed brilliantly with some of the 
best “students.” The ambitious, intelli- 
gent, beaver will welcome the 
freedom, make his plans, accept the help 
of his superior, and “develop” like mad. 
Some men with less initiative will make 
less spectacular progress, but will do 
better with projects than with report 
cards. 


eager 


The man and his boss, in some 
cases, will find it easier to work together. 


9 


Supervisors will welcome relief from 
some of the uncomfortable appraisal in- 
terviews they have suffered in the past. 

But the project method will not work 
with everyone. When it fails to pro- 
duce all that is expected of it, we will 
see the same kind of reaction against 
it that we are now seeing against pro- 
gressive education. 

Mass education began with the as- 
sumption that the same subject matter 
and the same teaching methods were 
equally appropriate for all students. 
Management seems still to be operating 
on the assumption that there is one 
method of coaching and counseling that 
can be adopted by all supervisors and 
used with all subordinates. There is 
no such method. 

The phenomenon of individual dif- 
ferences is as well known to business 
management as it is to educators, but 
the teachers have done more about it. 
The widespread adoption of guidance 
programs in the schools and the uni- 
versal appointment of guidance coun- 
selors indicate education’s recognition 
of the existence of individual differences 
and the necessity to cope with them. 
Management will soon be forced to 
the same recognition. After debating 
which method is best, management will 
discover that there is no best, that each 
method is good in one situation and 
bad in another. 

There are docile people of high 
ability who respond best to the report 
card method. They like it. It gives 
them a feeling of security. There are 
independent self-starters who respond 
best to the project method. They re- 
sent report cards but will work ener- 
getically toward objectives they are 


Tue Orrice—February, 1959 





DOUBLE EVEN YOUR PRESENT 
AUTOMATIC PRODUCTION 


with the vewstile . . lug a 
ED-KLECT! 











THE ONLY 
FULLY AUTOMATIC 
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allowed to set for themselves. 

There are degrees of independence. 
Some persons start out bravely on their 
own plans and bog down along the way. 
They need, and welcome, the occasional 
stimulus of an appraisal by the boss, 
and the external motivation which he 
can supply to get them started again. 
And there are the mounds of inertia 
that can only be blasted into movement 
by the threat of imminent failure and 
dismissal. There are doubtless many 
other types and other methods that both 
education and business will discover in 
time. We shall discover them sooner 
if we stop looking for the one best 
method and begin to pay more atten- 
tion to individual differences. 

Meanwhile, the effective supervisor 
will give his eager beavers as much 
freedom as they can handle. He will en- 
courage them to appraise themselves 
and to set their own objectives. He will 
give his docile subordinates the security 
of knowing where they stand, by ap- 
praising them himself and telling them 
what he expects of them. When in 
doubt, he will try freedom first, and step 
in with his own evaluation only when 
he is convinced that the subordinate 
either wants it or needs it. 

There is no magic formula for de- 
termining just how much freedom each 
man can handle. The supervisor must 
always feel his way. He will make mis- 
takes, of course, but he will make fewer 
egregious blunders if he will recognize 
that appraisals and appraisal interviews 
must be adapted to individual differ- 
ences. Any supervisor who recognizes 
this fact is on the way to more effective 
coaching and counseling than he could 
ever achieve by any uniform procedure. 
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other Verifax Copiers 


Makes an offset master 
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easier than ever ‘before. And at lower cost! 

All you need is a Verifax Copier—any 
model—and a Verifax Offset Adapter. With 
this combination (prices to meet all budgets), 
you can produce offset masters from which 
hundreds of legible and photo-exact copies 
can be run off on your duplicating machine. 
At the same time, all the advantages of regu- 
lar Verifax copying are yours to enjoy. 


[erifax Copying 


DOES MORE... COSTS LESS .. . MISSES NOTHING 


oeeeee MAIL COUPON .2ececccce 


Eastman Kodak Company, 213-2 
Business Photo Methods Division, 
343 State Street, Rochester 4, N.Y. 


Please send free booklet describing Veri- 
fax Copiers and Verifax Offset Method. 
Also names of nearby dealers. 

Name__ 

Position 

Company 

Street 


City 


For More Information Circle No. 
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The Olivetti Tetractys differs 
from all other printing calcu- 
lators. It has a second register, 
for grand totals. With invoices, 
for example, it calculates and 
prints each extension, then 
automatically prints the grand 
total of all extensions, saving an 
operation. Olivetti Corporation 
of America, 375 Park Avenue, 


New York 22, N.Y. olivetti 
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Matching Office 
Lighting to Each 
Office Task 


HE HIGH PREMIUM placed on 
individual efficiency, productivity 
and morale by the increasing cost of 
skilled and responsible personnel, makes 


the detection and elimination of fatigue | 


factors imperative. One of these factors 
is eye fatigue, resulting in work defi- 
ciency, clerical errors and nervous irri- 
tability. 

A long step was made in removing 
the cause of eye fatigue when evenly 
distributed fluorescent lighting replaced 
spot incandescent lighting with its 
shadowy, uneven illumination. In itself, 


however, this change was not enough | 


in all cases to bring about the desired 


seeing comfort for everyone in an office. | 


There were complaints from some 
workers that the fluorescent lighting 
itself was causing eyestrain. Research 
proved “there was nothing injurious 
about fluorescent lighting itself” (C. M. 
Thompson: Journal of Optometry). The 
fault was the lack of properly engi- 
neered installations. 

Many offices, after installing the 
proper lighting, failed to take into ac- 
count factors affecting their installa- 
tions. Starting with the minimum foot- 
candles of light, they made no allow 
ance for gradual lamp depreciation and, 
in a period of months, the office was 
operating with inadequate lighting. 
Others permitted the illumination that 
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OFFICE PRINTING PAPERS 


... the BEST you’ve ever used! 


Compare Bergstrom’s ODIN 
mimeo finish, smooth finish 
or bond finish 

for brightness, uniformity, 
opacity, printability! 

You can pay more for 

office printing papers 

but you can’t buy better 
quality better printing 
results. Sized for pen and 
ink. Write for samples and 


name of nearest distributor. 


BerecstTrRom 
PAPER COMPANY 
NEENAH, WISCONSIN 

FOUNDED 1904 


For More Information Circle No. 269 





You Get Things Done With 
Boardmaster Visual Control 


_ pat taicst 1@ 

_— surteeggupannae aoe 

Possaasad’: SH! 

; ‘Fonstecnseaeeoag<ecs: 
I, 


vy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

¢ Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

v Simple to operate — Type or Write on 
Cards, Snap in Grooves 

vv Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 300,000 in Use 


Complete price $4g5° including cards 
FREE 24-PAGE BOOKLET NO. F-500 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street @ New York 36, N. Y. 
For More Information Circle No. 264 
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A MODEL FOR 
EVERY PURPOSE 


Tell your story better with 
an Oravisual easei. You 
have 26 models to choose 
from. Write for free 24 
page catalog. 


ORAVISUAL CO. 
Box 11150 
St. Petersburg 33, Fla. 


For More Information Circle No. 263 





should have been reflected onto work 
stations to become absorbed in dark 
colored walls, floors and ceilings. 
Today, there are few offices that 
have not profited to some extent by the 
advice of lighting engineers to correct 
the most obvious of these situations. 


| Color is chosen carefully and scien- 


tifically, with due consideration for its 
reflective qualities and psychological! 
effects. 

Many offices found that psychologi 
cal factors were not completely 
answered by the use of “pleasant” con 
trasts in lighting, employing a 2:1 ratio 
of illumination within the same room 
In these cases both general illumina- 
tion and supplementary lighting were 
employed. Soft, overall illumination 
delivered through the use of recessed 
well-disguised fluorescent, or incan- 
descent luminars gave a 30 to 40 foot- 
candle performance with very low 
brightness. To this was added supple- 
mentary or desk lighting of special de- 
sign that raised the light on work areas 
and desks to 50-75 footcandles. The 
effect of greater illumination on the in- 


| dividual’s work place or desk, as com- 
| pared with the surrounding room, gave 


the desk worker a sense of proprietor- 
ship and security within his area. Such 
supplementary lighting, if properly de- 
signed and directionally controlled, can 
supply a wide area of shadowless, soft 
light. 

While overhead and indirect light- 
ing is in most cases geared to serve the 
overall minimum lighting requirements 
of the office, and it may be adequate 
for some 60% of all usual office per- 
sonnel, there remains that group of 
executives, accountants, draftsmen. 
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ELIMINATE DISTURBING NOISE 
CREATED BY OFFICE MACHINES 


Model EF-2154 
Used with 
Burroughs Sensimatic 


Gates Acoustical Engineers are 
dedicated to contro/ business machine 
: ; acca 
noise at its source! 





Model EF-2445 The control of business machine noise cannot 
Used with be accomplished satisfactorily with conven- 
Bell 19 Teletype tional types of acoustical treatment. GATES 
ACOUSTINET has designed and engineered 
an acoustical material which kills noise at 
its source. 
The demand for quiet offices is rapidly grow- 
ing as more and more automatic equipment 
becomes necessary. “TIME IS MONEY” as 
the old saying goes. Much of the new equip- 
ment’s excellent performance depends upon 
the efficiency of its operator. Unless they are 
relieved from nervous tension created by 
noise they cannot produce effectively. 
GATES ACOUSTINETS guarantee to quiet 


machine noise at its source. 


Write for FREE Catalog 


Model GF-2164 describing complete line 


Used with 


f ‘ 
IBM Key Punch of Gates Acoustinets for 


all office machines 


Write for details Give machines, makes, models you use and measurements. 


ema COUSTINET 


602 AMERICAN STANDARD BUILDING, BUFFALO 7, NEW YORK 
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- PERSON 


“i —Staplex 
the proven automatic 


Electric Stapler! 


You can't beat STAPLEX for saving time 
and money in today's Business. No other 
machine at any price handles such a huge 
volume of work with so little effort. 


Completely automatic, STAPLEX staples 
instantaneously upon insertion of work. Port- 
able, plugs in anywhere! Perfect split-second 
stapling every time. No tiresome hand or 
foot controls....Both hands free to work 
with—simple, quick-set accurate adjustment 
up to 4/,"' depth. Uses standard staples. 


Thousands in use in every type of business 
—get a free demonstration of STAPLEX do- 
ing your work, saving money for you, now! 


SSropleX |. . the tastest ... 


easiest... savingest way to staple! 


THE <Sfaplex COMPANY 
775 Fifth Ave., Brooklyn 32, N. Y. 


(0 Show me STAPLEX in action! 
) Send me further information 
NAME 


For More Information Circle No. 257 
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ledger clerks, research personnel, older 
workers and those with vision defects, 
and all engaged in close-vision work. 
This group is seldom planned for when 
overall lighting is installed. Provision 
for the right seeing conditions for this 
group, therefore, becomes the job of 
the office manager—a “lighting engi- 
neer,” not by choice but by necessity. 
It is his job to research individual 
tasks, take into account the visual capa- 
bilities and limitations of his work 
force, and recommend such additional 
lighting and correction of visual de- 
ficiencies as may be required for top 
performances. Ideal fluorescent light- 
ing may be installed by the architects 
and engineers, but one must remember 
that it is an “average” ideal. Unless 
the high percentage of variants are 
cared for, the office manager suffers 
lowered morale and performance in his 


| group. 


Depending upon the organization, 


| this group may constitute from 10% to 
| 80% of personnel. 


Depending upon 
the layout and size of the office, the solu- 
tion to the lighting problem can be 
found in either increased overhead 
lighting for specific groups or supple- 
mentary lighting for individuals. It is 
important to remember, however, that 
supplementary lighting, like general 
illumination, must be engineered for 


| the specific seeing task to attain visual 


comfort. 

Age is an important factor in satis- 
needs. The mature 
worker requires more light than a 
younger associate. Age, combined with 
strain from continual use, changes the 
eyes. They lose their flexibility. With 
the contrasting of the pupils that comes 
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Acme makes the most complete line of visible record 
equipment in the world. Let us show you how to save 
time, labor and money with an Acme Visible Record 
System designed to meet your specific requirements 


ACME VISIBLE RECORDS, INC. 


Crozet, Virginia 
District Offices and Representatives in Principal Cities 


oe 


speeds the availability of 
source material 


provides accessible filing 
for the products of 


AUTOMATION 


£1, £, chi cad 





ep cards and 
tapes ot astounding speed. Once punched 
many become permanent records to be used 
over and over again. Acme Visible Records and 
equipment provide for filing and fast finding, 
with SEEABLE indexing speed handling 
of this moterial to keep pace with machines. 


ACME CARD HOLDERS with edge punched cards 
speed dato input into high speed computors for tabu- 
lation and payment of fees to song writers and pub- 
lishers. Conversion to this efficient automation control 
reduced personnel 50%, space 75% and increased 
production over 400% because now 40,000 cards 
do the job that formerly required 1,000,000 cards. 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 
We are interested in filing 

[") Tapes lopprox. length) __. 

[7] Edge-punched cords (Approx. eumber 
(7 LBM. Cards of records) 
["] Hove representotive call, Dote Time 
Company A 4 

Attention 


City 


9-259 


For More Information Circle No. 205 
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{re you using expensive papers for 
the jobs Coover’s Cave does best? 


SAVES 


hy using the 
new 
Cooper's Cave 
papers! 


For those offset, mimeo and duplicator jobs, inter. 
ofhee forms and direct mail where you've got to 
cut costs without sacrificing quality Cooper's 
Cave papers are the only logical choice! 

Finch, Pruyn’s recent development of The Blue 


Chip Formula* makes the new Cooper’s Cavt 
wila is Finch, Pruyn’s nan 
remarkably opaque, printable, groundwood pulps and hard 


uniform and easy to handle. 


papers . 


You'll save on initial paper costs and on printing 
production costs and gain in satisfaction from 
better-looking work CLIP THIS COUPON TODAY — GIVE IT 
PAPER SUPPLIER OR MAIL IT TO US 
TEST THEM . . . YOU'LL AGREE ore eee eo 2 3 * * 


* FINCH, PRUYN & CO., INC 


iv printer or ver supplier for 
‘ N.Y 


write dines to us for the name Glens Falls 
»>many of 
| want to see samples of high oney-saving 
COOPER'S CAVE OFFSET ) S$ CAVE MIMEO BOND 
IMPACT OFFSET 5 CAVE DUPLICATOR 
Brand-new; 4 pastel ¢ 


COOPER'S CAVE BOND White 


CQ@DPERS CAVE 


OFFSET + IMPACT OFFSET * BOND * MIMEO BOND « DUPLICATOR 
FINCH, PRUYN & COMPANY, INCORPORATED © GLENS FALLS. NEW YORK 


For More Information Circle No. 306 
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= OFFICE 


THE FINCH, PRUYN PAPERS REFERRED TO 
ON THE OPPOSITE PAGE ARE AVAILABLE 
THROUGH THE FOLLOWING DISTRIBUTORS: 


Akron, The Millcraft Paper Co. 

Albany, Hudson Valley Paper Co. 

Albany, W. H. Smith Paper Corp. 

Allentown, Lehigh Valley Paper Corp. 

Atlanta, Sloan Paper Co. 

Augusta, Me., Carter Rice Storrs & Bement 

Baltimore, The Mudge Paper Co. 

Baltimore, The Whitaker Paper Co. 

Bethlehem, Wilcox-Walter-Furlong Paper 
oO. 

Binghamton, Binghamton Paper Co. 

Birmingham, Sloan Paper Co. 

Boston, John Carter & Company, Inc. 

Boston, Carter Rice Storrs & Bement 

Brockton, The J. C. Campbell Paper Co. 

Buffalo, The Alling & Cory Company 

Buffalo, The Union Paper & Twine Co., 
Inc. 

Charleston, Copco Papers, Inc. 

Charlotte, Caskie Paper Company, Inc. 

Chattanooga, Sloan Paper Co. 

Chicago, Bradner Smith & Company 

Chicago, Carpenter Paper Co. 

Chicago, Hobart Paper Co. 

Chicago, The Whitaker Paper Co. 

Cincinnati, The Chatfield Paper Corp. 

Cincinnati, The Whitaker Paper Co. 

Cleveland, The Millcraft Paper Co. 

Cleveland, The Union Paper & Twine Co. 

Columbia, Epes-Fitzgerald Paper Co., Inc. 

Columbus, The Central Ohio Paner Co 

Concord, John Carter & Co., Inc. 

Concord, C. M. Rice Paper Co. 

Dallas, Olmsted-Kirk Co 

Dayton, The Central Ohio Paper Co. 

Dayton, The Whitaker Paper Co. 

Des Moines, Western Newspaner Union Co. 

Detroit, The Central Ohio Paper Co. 

Detroit, Chope Stevens Paner Co. 

E. Hartford, Carter Rice Storrs & Bement 

Fort Wayne, The Millcraft Paper Co. 

Harrisburg, The Alling & Cory Company 

Hartford, John Carter & Co., Inc. 

Hartford, Carter Rice Storrs & Bement 

Holyoke, Judd Paper Company 

Indianapolis, MacCollum Paper Co. 

Jackson, Barefield Paper Co. 

Jacksonville, Jacksonville Paper Co. 

Jamestown, The Millcraft Paper Company 

Kansas City, Carpenter Paper Comnany 

Lancaster, Garrett-Buchanan Co 

Lansing, The Weissinger Paper Co. 

Lincoln, Carpenter Paper Company 

Little Rock, Roach Paper Co. 

oo Island City, Henry Lindenmeyr & 
ons 


Los Angeles, Kelley Paper Co. 





New York, 
“ New York, 


Louisville, The Rowland Paper Co., Inc. 
Lynchburg, Caskie Paper Company, Inc. 
Manchester, The J. C. Campbell Paper Co. 
Miami, Everglade Paper Co. 

Milwaukee, The Bouer Paper Co. 
Minneapolis, Minnesota Paper & Cordage 


Co. 
Nashville, Clements Paper Company 
Newark, Bulkley Dunton & Co., Inc. 
Newark, Central Paper Company 
New Haven, Carter Rice Storrs & Bement 
New York, The Alling & Cory Company 
New York, Baldwin Paper Company, Inc. 
New York, Beekman Paper Co., Inc 
New York, Bulkley, Dunton & Co., Inc 
New York, The Canfield Paper Company 
New York, Hobson Miller Co., Inc. 
New York, Walter D. Peek, Inc, 
Perkins-Goodwin Company 
Reinhold-Gould, Inc. 
Royal Paper Corporation 
New York, Schlosser Paper Corp. 
New York, The Whitaker Paper Co. 
Norfolk, Epes-Fitzgerald Paper Co., Inc 
Omaha, Carpenter Paper Co. 
Omaha, Western Paper Co. 
Pawtucket, Carter Rice Storrs & Bement 
Pawtucket, The J. C. Campbell Paper Co 
Philadelphia, Garrett-Buchanan Company 
Philadelphia, D. L. Ward Company 
Philadelphia, Wilcox-Walter-Furlong Paper 


New York, 


Co. 
Pittsburgh, The Alling & Cory Company 
Pittsburgh, The Whitaker Paper Co. 
Portland, C. M. Rice Paper Co. 
Raleigh, Epes-Fitzgerald Paper Co., Inc. 
Reading, Garrett-Buchanan Co. 
Richmond, Epes-Fitzgerald Paper Co., Inc 
Rochester, The Alling & Cory Company 


Rochester, Fine Papers, Inc. 

St. Louis, Tobey Fine Papers, Inc 

St. Paul, Inter-City Paper Co. 

San Antonio, Shiner-Sien Paper Co 
Scranton, Megargee Brothers, Inc 
Scranton, Wilcox-Walter- Furlong Paper Co. 
Seattle, Kaplan Paper Co. 

Springfield, Carter Rice Storrs & Bement 
Syracuse, The Alling & Cory Company 
Syracuse, J. & F, B. Garrett Co. 

Toledo, The Millcraft Paper Co. 

Toledo, Paper Merchants, Inc. 

Trenton, Central Paper Co. 

Troy, Troy Paper Corp. 

Utica, The Alling & Cory Company 
Washington, Stanford Paper Company, Inc 
Worcester, Carter Rice Storrs & Bement 
Worcester, The J. C. Campbell Paper Co 





FINCH, ® 
PRUYN_ 


) COMPANY. INC 
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February, 1959 





with age, less light is let in than 1s 
earlier in life. Therefore more light 
must be taken in by the entire surface 
of the older worker’s eye. With this. 
of course, must be considered other 
factors such as glare or high brightness 
from the overhead light source, and 
glare from exposed windows and re- 
flective surfaces. 

In large offices, where close-vision 
tasks can be grouped in separate de- 
partments, the solution is obviously to 
maintain sufficient footcandles over- 
head. In smaller offices, or in offices 
where there is only a small percentage 
of close-vision tasks, maintaining - the 
proper amount of overhead footcandles 
for the few in the general lighting area 
will create too high a degree of bright- 
ness to permit a comfortable visual en- 
vironment for the entire office. Here. 
proper seeing conditions must be at- 
tained with supplementary light. 


It is advisable to make a visual job 





ical 


Fight veaRt DISEASE 








It doesn't take a production genius 
to operate this high output driller. 
With its quick, simple setup and 
extreme ease of operation short 
runs are not a headache but a 
special delight. Handles a full 
range of round holes required for 
post and ring binder forms, with 
attachments for cornering, slotting 
and slitting available. 


Write for literature now. 


P!I!ONEER HEART FUND 


1130 Nebraska Ave. « Toledo 7, Ohio 
For More Information Circle No. 256 
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A new mark 


of broader service 





~ 
Your key to complete cypy saLpactiom |PHOTOCOPYING 


OFFSET 


PHOTOSTAT Iie 


REG. U.S PAT. OFF MICROFILM 
EQUIPMENT I 








The need for copies grows in every business. 

Making copies in any way but the best al- 
ways costs you something extra—in time, satis- 
faction, convenience, or money. 

Photostat Corporation specializes in copy 
systems for today’s business: desk-side or cen- 
tral station photocopying equipment; offset 
duplicators of advanced design; microfilm for 
special applications. 

Our goal is simply this: quality copies in any 
form at known costs for any quantity. 

Because he knows all these methods of copy- 
ing, the Photostat Corporation representative 
in your city may prove uniquely qualified to 
help solve your copying problems. 


PHOTOSTAT CORPORATION 


P.O. BOX 1970:'.TO e ROCHESTER 3, N.Y. 


PHOTOSTAT is THE TRADE MARK OF PHOTOSTAT CORPORATION 











For More Information Circle No. 232 
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You see the point, 
don’t you? That's 
“The Executive Look.” 


q 





U.S.E. LAP 





The pointed flaps and diagonal seams are generally 
associated with top-level correspondence. They give 
an envelope ““The Executive Look”’ and suggest that 
there’s something important inside. 

You can give your mailings this added distinction 
and save money, too, with U.S.E. V-FLAP white wove 
envelopes. This is because they’re manufactured on 
an amazing new precision machine which produces 
15 complete envelopes every second — with greater 
accuracy and less waste than is possible with any 
other method. 

The V-FLAP envelope is one of 70 U.S.E. envelope 
styles — all quality guaranteed — designed to help 
you speed operations and reduce costs in mailings, 
business systems and packaging. 

Pin this ad to your letterhead for ““The V-FLAP 
STORY” and the handy U.S.E. Envelope Selector 
Chart — both free. 


0-1 


UNITED STATES ENVELOPEE SS 


Springfield 2, Massachusetts . . . 15 Divisions from Coast to Coast. 
U.S.E. makes more envelopes for more people to use in more 
ways than any other manufacturer in the world. Also Paper Cups, 
Transparent Containers and Linweave Quality Papers and Envelopes. 


For More Information Circle No. 185 
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analysis to assure the right seeing con- 
ditions for each individual desk. It is 
just as important to fit lumens and 
brightness ratios to tasks as it is to 
have the right posture chair and the 
correct filing system. For example, one 
company has 90% of its office person- 
nel on close-vision tasks requiring more 
than the usual 40 to 50 footcandles. 
Consultation of rate lists, marketing 
maps, distribution charts and data com- 
pilations are a continuous part of every: 
one’s job in this office. However, it is 
also a_ sales office and requires an 
“executive” appearance. Overall fluores- 
cent lighting from recessed ceiling fix- 
tures furnishes from 30 to 40 foot- 
candles, sufficient for usual office tasks 
but inadequate for the type of work 
being done here. 

For this particular company, supple- 
mentary lighting was the answer. Re- 
quired was a lamp that would furnish 
adequate, glareless light over the work 
surface without the light source being 





In this office of 
the Beloit (Wis.) 
Savings Bank, gen- 
eral illumination is 
held at a pleasant 
30 footcandles 
while the 50-75 
footcandles needed 
for desk work are 
provided by _ sup- 
plementary Sight 
Light reading 
lamps. 
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visible. After examining the require- 
ments of each individual work station, 
a lamp was recommended that would 
give up to five times the light of some 
conventional lamps without a glare fac- 
tor. The particular model selected has 
a specially designed cup reflector to 
shield the eyes from the source of lighi 
at all times; a solid aluminum top re- 
flector, etched and anodized to dif 
fuse and soften all rays; and a light 
louvre to shed the light in even, shadow- 
less illumination. 

Management’s investment in the well- 
being of its employees is too high to 
permit a hazardous guess as to what is 
“proper lighting.” Proper analysis of 
the lighting problem can result in dol- 
lars saved by preventing costly mis- 
takes and prematurely fatigued person- 
nel. The right supplementary lighting 
for individual tasks, and the right over- 
all fluorescent lighting for general see- 
ing tasks, are prerequisites to putting 
the office in “the right light.” 
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NOW 
LEASE 


any Comptometer business 
machine on a nationwide !eas- 
ing plan through Comptometer 
offices. 



























Comptometer 
Comptograph “220M” 
with new multiplication key— 
more features than any other 
10-key listing machine. Mail 

coupon. 





NEW 
Instant Electric 
Clearance 


. NEW 
Customatic 
Key Control 


NOW...EVEN LowER-cosT “2 New 
FIGURING WITH THE NEW ‘ 








Comptometer Commander 
Insures accuracy in dictation. 
Lifetime Magnetic belt saves 
far more than machine costs. 


omptometer 


| usSstomatic 
ne WITH NEW SPEED-UP FEATURES 


COMPTOMETER CORPORATION It’s the cost per calculation that counts! The Customatic Comptometer’s famous 
1724 N. Paulina St., Chicago 22, It features, augmented by new advancements, enable you to get more and better 










C) Arrange free office trial for work done, at still less cost. 
me on 
1 Send me literature on: New Customatic Key Control. Instantly sets to individual touch. Built-in floating 
CO Comptometer Customatie action stops finger-fatigue. 
(1 Comptometer 
Comptograph “220M” New Instant Electric Clearance. Touch the bar—dials are instantaneously cleared. 
(©) Comptometer 
Commander New Eye-ease Colors—and all the other famous Comptometer features: Accuracy 
noe Key—insures complete registration; giant-size, easy-to-read numerals; Direct - 
ne. Action Keys for speedy answers (no intermediate operations); and many others 
fies for greatest operating ease, economy and time-saving efficiency. 
Let us prove this in your office FREE. 
Address. a 
OMDoOtometer Oorpoor<« ition 
City._.____ Sista C3 “ C3 F 
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| Chef = Cleanliness PLUS ! j 
Big "EXTRAS" in Spirit Duplicating 
AT NO EXTRA COST 


Clean! Clean! Clean! You can’t say “clean” too often 
to emphasize the outstanding handling and reproduc- 
tion cleanliness of Old Town’s new CBP (Cobalt Blue 
Process) Duplicating Carbon. 
More! More! More! You can’t appreciate the 
exceptional versatility and the extra value until you've 
tested CBP: 
CBP is the ideal medium for General Dupli- 
cating plus Continuous Forms, Multiple Sets, 
Teletype Rolls and other forms used in 
automated writing systems. Produces 350 or 
more clean, clear, brilliant copies. 
Use CBP on any spirit duplicating equip- 
ment, following existing methods. No 


special paper required. No costly, 
messy, time-taking hand cleaners 
needed. No sacrifice of opera- 


tional ease and_ simplicity. 
Call your nearest Old Town 
Dealer NOW, for the 
CBP details, samples 
and demonstraticn, 
or write... 


OLD TOWN 
CORPORATION 
Established 1917 
750 Pacific St. 
Brooklyn 38, 
N. Y. 


ON 
titi 





ust pull the tab... 


500 SHEETS Sette 


WHITE a) E = 


8%x 11-5- 10M 
$u6 20 omnes 8 a at, 


GRAIN LONG MOISTURE-PROOF WRAPPED 


NEW E-Z START REAM OPENER 


Only on EASTERN FINE PAPERS. Simple. Practical. Just lift the tab and pull. 
Phe ream of paper is open. No broken fingernails. No torn or cracked paper. 
Simplifies storage. Ask your local supplier--or write direct —for test packets. 


PN Belomel 7 Coles - 


EASTERN FINE PAPERS 


EASTERN FINE PAPER AND PULP DIVISION 
STANDARD PACKAGING CORPORATION « BANGOR, MAINE 


For More Information Circle No. 270 


THe Orrice—February, 1959 



















































































































































































































































































































































































































































































+ > « + pee 
444+ peeeGoece ++ 
+ s+oeeet TT ity pececepeseaeseceerss 
2 pee eee S4sstttttitiiiti th isst at keeeset etait teste ttt Ah 
At ° : Titessattrtit 2 Ky Phed 
+t 3 tt 7 pase peaeeeeee } TITIIC 
peers NY 
. t HH t 1 
* au + , * +t @ 
t T ~ LLL d = 
4 
’ 





AUTOMATIC 
mal Ma 


Current trends 








in office automation 


q 
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New York Department 
Store’s Million Dollar 
Automation Program 


HE BIGGEST automation pro- 
gram in department store history 
has been developed by National Cash 
Register Co. for R. H. Macy & Co., 
New York. The $1 million electronic 
system will prepare 50 customers’ state- 
ments a minute (25 times faster than 
the present speed) and shoppers will re- 
ceive their bills at least a week earlier. 
It also is expected to cut record keep- 
ing costs and provide the company with 
operating information for the six stores 
in its New York division. The program 
may be extended to Macy stores in other 
parts of the country. 
The system will not go into operation 
until 1961. Wheelock H. Bingham, 


Wheelock H. Bingham (right), president, 
R. H. Macy & Co., studies model of the 
automatic system that will be installed in 
Macy’s six stores in the New York area. 
Board chairman Stanley C. Allyn of Na- 
tional Cash Register Co., explains one of 
the units. Looking on is Robert S. Oelman, 
NCR president. 
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Macy’s president, said they anticipate 
a growing shortage of trained clerical 
personnel and the new equipment would 
help them meet this problem.  State- 
ments will include purchases made 
within 24 hours of the time the bill is 
prepared, and will be easier to read 
and more convenient to handle, it was 
stated. 

The installation will include an all- 
transistor NCR 304 computer and 40 
other machines to automatically handle 
750,000 customer accounts. Only one 
manual input operation will be needed. 
After a customer makes a purchase or 
a payment, the information will be re- 
corded on punched tape. The 
processing system will automatically en- 
ter the transaction from the tape and 
produce customer’s statement. The 
system is capable of handling punched 
tape containing information on almost 
300.000 saleschecks hour and 
processing 7 million statements a year 
in a one-shift operation. Mr. Bingham 
said it would also provide a virtually 
“foolproof” system against significant 
losses that can result under present bill- 
ing methods. Copies of saleschecks will 
no longer be sent with the bill, but the 
statement will provide a more detailed 
The equipment 
also will have other applications, in- 
cluding automated compilation of mer- 
chandising statistics, faster and more 
economically, it was declared. It will 
be used eventually for payrolls and ac- 


data 


in one 


record of transactions. 


counts payable. 

Macy’s has two types of customer ac- 
counts that do not require payment of 
C-T (Cash-Time) 
and D.A. (Depositor Accounts). The 
new system will handle both. 


cash for purchases 
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Navy’s Perceptron Can See You and Hear You 


STEP CLOSER to an electronic 
“brain” or thinking machine is the 
perceptron being developed at the Cor- 
nell Aeronautical Laboratory, Inc., Buf- 


Computer Comparison 


Chart 


verage verage| No. inst 
Price Rental liv-|Ship- 
($1,000) Mo.) |ered 


Manufacturer, Type 
Model 
ment 


Punched Card Calculators and Computers 


550 000 


Large-Scale Computers 

Jatamatic 1000 _ 1750 35M 
18M 704 44M 
BM705_ 

M 

BM 7070 
Philco oe 
CA Bizmac (discont. 
A = 

ivac | (discont.) 
ivac II 


ivac 1101-1105 
Medium-Scale Computers 


1955 


62 1750 150 
5 


«ir 


BM 


IBM ) 200 3750 
Univac 14 4 
Univac 4 4 


New Univac Computer 347 6,950 | 1958 





Small-Scale and Desk-Size Computers 


s E101 1 1 
M 


ecisionL 


*Classified as medium-scale when periph- 
eral equipment is added. Estimates are 


used where exact figures are not available. 
This chart is reproduced through the courtesy of 
R. Hunt Brown, president, Automation Consult 
ants, Inc., New York, publishers of the loose leaf 
handbooks and updating services, Office Automa 
tion and Office Automation Applications, also of 
Office Automation News Bulletin. 
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falo, N. Y., under sponsorship of the 
Office of Naval Research. The system 
should be capable of distinguishing let- 
ters of the alphabet, simple visible forms 
and pictures. It could also accept audi- 
tory and other input media. . 

There is an interesting similarity in 
general functional organization between 
the perceptron and the human brain. 
The perceptron receives visual images 
through a device similar to a TV cam- 
era, made up of a mosaic of photocells 
which serve a function similar to the 
retina in the eye. The photocells trans- 
form light energy into electrical signals 
which are carried by wire to an as- 
sociation system. The latter is com- 
posed of small electronic units similar 
in function to the association cells in 
the brain. Acting primarily as a relay 
station, it changes connections between 
input and output units by strengthening 
signals in some channels and weaken- 
ing signals in other channels, analogous 
to the nerve impulses generated by the 
brain’s association cells. The effects 
by which the association system is able 
to “remember” the preferred connec- 
tions are primarily statistical or proba- 
bilistic. With a sufficient number of 
cells, a perceptron becomes a highly 
efficient system capable of recognizing 
similarities, forming generalizations and 
discovering for itself the classes of 
forms composing its environment. Audi- 
tory pattern recognition is possible when 
a microphone replaces the photocells 
as input. Thus the machine can “see” 
and “hear.” 

Systems which operate on the basis 
of statistical separability are funda- 
mentally different in principle than digi- 


(Continued on page 124) 





Computer Increases Employees 
But Greatly Improves Records 


A. R. BONGIOVI, Assistant Controller, 
Phillips- VanHeusen Corp., New York 


O KEEP PACE with the com- 
| ote of industrial growth, man- 
agement has to work out ways of 
keeping up-to-the-minute records on 
production and consumption of its 
products, and on the sales organization 
which links the two. Past methods of 
records keeping are rarely applicable 
today. Even if some of the old methods 
still work, they often do so inefficiently 
and at a tremendously high cost. Our 
record keeping has been accomplished 
since 1952 by the use of punched card 
equipment, one of whose chief functions 
is bolstering managerial awareness. 

While selling shirts may seem simple, 
we are not exempt from complexities. 
One of our white shirts, the Century 
100, provides a good example. It comes 
in no less than 18 different sleeve 
lengths and neck sizes. In all, we sell 
101 different sizes of this one garment. 
When the various combinations of our 
products (selling prices, fabrics and 
are totalled, the result is 6000 
different lot numbers. Each of 
demands managerial action in 
such as production, inventory, billing, 
selling and shipping. 

Product complexity is matched by 
complexity of a sales market which 
blankets the Western Hemisphere, and 
takes in over 8000 accounts to whom 
directly. Further complexity 
stems from the fact that our line con- 
sists of staples, plus a growing number 


sizes ) 
these 
areas 


we sell 
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of style items. Both are subject to’ 
tremendous competitive pressures and 
the eficcts of a market which rises and 
falls, shifts, booms, sometimes even dis- 
appears, with the slightest change in the 
economic or social scene. 

The complexity we experience in the 
daily conduct of our business calls for 
a good deal of managerial brain power, 
assisted by a Remington Rand Univac 
120 Punched Card Electronic Com- 
puter. Also offering managerial assist- 
ance are 22 allied machines, all in our 
Pottsville, Pa., office. Employing a staff 
of 25 people, our tabulating department 
is supervised by Leonard Stanwood and 
is under the direction of Michael 
D’Alio, manager of the Pottsville opera- 
tion. This department began in 1952 in 
our New York office, with a staff of six. 

The first job turned over to the elec- 
tronic computer was analysis of sales. It 
still occupies a good deal of the depart- 
ment’s time, in between a number of 
additional and more recently assigned 
duties. Sales analysis is based on the 
premise that the historical record of 
actual purchases by customers best tells 
us where we are going and how well we 
are doing. It is the basis for production, 
selling, marketing, advertising, and 
countless other plans. 

Prior to the punched card 
equipment, sales analysis was a manual 
operation which occupied the full time 
of ten people. The basis then, as now, 


use of 
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for the analysis, was the invoice. In- 
voices were hand-posted on columnar 
work sheets, then added monthly. Since 
vn an average we issue about 25,000 in- 
voices per month, the manual operation 
was unsatisfactory for two reasons: (1) 
shuffling, typing, checking and filing in- 
voices took so much time that our 
analysis was sketchy and incomplete; 
(2) reports that were produced inevit- 
ably lagged weeks and even months be- 
hind the fact. 

Now, every order received is sent to 
the tabulating department where it is 
recorded on punched cards. A header 
card is punched for each client, and 
individual cards are punched for each 
item ordered. All elements of the in- 
voice, such as type of account, shipping 
point, geographical location of retailer, 
salesman, etc., are included in the com- 


Phillips - VanHeu- 
sen’s_ tabulating 
supervisor, Leon- 
ard Stanwood, and 
his assistant dis- 
cuss programming 
of their Univac 
120 computer. 


Tue Orrice—February, 1959 


plete customer order deck of cards. 

The cards are then run through the 
computer to make price extensions. 
They are finally run through a tabulator 
to print the order. The salesman gets 
one copy, another goes to the account- 
ing department for computation of his 
commissions, another to the shipping 
office, one to our customer file, one to 
the credit department, and a final copy 
to the customer. 

This is just a beginning. The cards 
can be arranged in numerous ways in 
the electronic sorter, to produce a 


variety of other valuable reports. A 
partial picture of reports now available 
to management include: 

i. Sales for the month by quantity 
and dollar value of each item sold. 

2. Dozens of each product sold and 
dollar value by shipping point. 


























Tabulating equipment in the Pottsville, Pa., office of Phillips-VanHuesen Corp. 


3. Sales by product in dozens sold 
and dollar value realized during the 
month. 

4. Sales of items at closeout prices by 
product, quantity and dollar value. 

5. Local, county, state and federal 
tax calculations. 

Four times a month, our machines 
produce gross sales totals by region, 
class of product, and overall product 
totals. From the moment the season 
Starts, reports provide management 
with information which often requires 
immediate action. For example, when 
we first went into swimwear, we dis- 
covered early in the season that our line 
was moving sluggishly. Pinpointed sales 
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information indicated the line was not 
right. At the very outset of the season 
we were able to withdraw certain non- 
selling items and replace them with en- 
tirely new ones. 

Also issued four times a month is a 
report of total sales by customer and 


product. This shows current weekly 
sales to each retailer, plus his cumula- 
tive purchases for the season to date. 
This report pinpoints the overall sales 
picture for individual customers and 
each salesman. It makes possible indi- 
vidual action. 

Our market analysis department, the 
first recipient of these reports, can 
equate sales by customer and region to 
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International Paper announces 
dazzling new SPRINGHILL. BOND 


Amazing new bond paper lies flat—is 
actually whiter than surgical cotton! 


PPE PRINTABILITY Of new Springhill Bond is pre- 

| tested! A sample ream is cut from every reel 
and tested on actual duplicating machines. Level, 
uniform, it lies perfectly flat. Compare Springhill 
Bond for whiteness, finish, opacity, “crackle.” You 
just can't offer your customers a finer unwater- 
marked bond. Springhill Bond and Mimeograph 
are available in white and six colors in a full range 
of stock sizes and weights. The Springhill line is 
also available in Duplicator and Ledger papers. 


Look for this attractive new design. “Zip” openers on 81/2 —>» 


x Ll reams. All cartons polyethylene-lined to control humidity. 


INTERNATIONAL PAPER 220 East 42nd Street, New York 17, New York. 


For More Information Circle No. 395 








WHAT THE BOSS WANTS 
OUT OF A NEW SYSTEM 


the student. He isn't 


How can I manage 


manager is alway 


He is always asking 
better? 

A boss likes to feel that he controls his part of 
the busine will listen to ideas that may help 
him improve this control. Here are some of the ways 


nat your 


system plan can help 


A Boss's Interest No. 1. He'd like to know what 


happening work-wise. Your system can 


provide him with useful reports. He also wants 
his subordinate bosses to be informed, so that they 


can keep steering the action 


A Boss's Interest No. 2. 
tive. He wants to be sure that his outfit's work 

in the factory, in the sales field, or in the 
is done by modern methods 
the cost of doing this work is as low as you find in 


He wants to be competi- 


office so that 


his industry 


A Boss's Interest No. 3. 


to work effectively 


He wants his executives 
He wants to be sure that his 
key people aren't deciding something today and 
then re-deciding the same thing tomorrow By 
building decision 


into your systems plan, you 


appeal to him 


A Boss’s Interest No. 4. He wants happy people 


around If you've made anybody unhappy, he 


n't going to be pleased 

A Boss's Interest No. 5. He'd like to be able to 
delegate a lot of work to his subordinates if 
o safely. He wants to be sure that their 


don't cause serious damage before he 


about them 


can provide thi 


Show him how timely report 


safety feature 


A Boss's Interest No. 6. 


the people to do 


He knows what he wants 
He'd like to express himself 
make 
Your 


on policies Then operating people can 


decisions within the bos policy limits 


new system can provide clear policy statements 


He'd like it if the results 
can be measured 


A Boss's Interest No. 7. 


and compared 
doing that routine work 
provide such 


iles-of-thumb 


measurements 


how the boss how your 
me of these 


10 it better than the old s 


things for him 

ystem did 

Whether you are a Manager, a Systems Man, or a 
Consultant, SYSTEMATION, twice-a-month will 
SYSTEMATION costs $20 
but you can get a trial subscriptior 
ues) for $5 


help you 
for 12 months 
3 months (6 1 Send your order today 
Start cashing in on this ‘know how’ now! Send ordet 
check to Dep't. 329, SYSTEMATION, Ross-Martir 
Box 800, Tulsa, Okla 


get these results 


ADI 


For More Information Circle No. 272 
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the relative effectiveness of national, 
regional, and local advertising. Displays 
can be evaluated in the precise terms of 
how much business is being realized by 
the retailer who uses them. This data 
also points a finger at the individual 
salesman, and tells management how he 
has sold his customers. The data tells 
our analysts the effectiveness of the 
variety of sales promotion devices, ap- 
peals and gimmicks used in the market. 

The salesman’s performance is sub- 
ject to even finer analysis by a twice-a- 
month report showing salesman’s book- 
ings by product for the period, and 
cumulatively for the season. Another 
report on the salesman analyzes his 
bookings by customer name and dollar 
value of each product purchased by a 
customer. 

Twice a week the analysis of orders is 
prepared in terms of delivery months. 
This report tells clearly how each of our 
thousands of selling. The 
product classification is by lot number, 
a precise designation which distin- 
guishes one type of garment from an- 


items are 


other. 

On the basis of all this information, 
production schedules are adjusted, piece 
goods and other measures 
taken. Cutting tickets are prepared by 
production control, not only for our 
plants but for the plants of vendors who 
sell us knit goods and certain other 


ordered 


items we do not manufacture ourselves. 

Another report issued once a week 
gives an analysis of orders received in 
terms of garment sizes. This too is a 
gross Classification. It is a rapid means 
of determining the status of customer 
orders for each specific lot number, and 
the basis for production control schedul- 
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| to store old 
OFFICE RECORDS 
for less than 

50¢ per cu. ft. 


shipped flat and stores flat...takes 
up practically no room 


pops open for use instantly...thanks to 
exclusive automatic folding action 


exceptional stacking strength...stack 
‘em to the ceiling without shelving 


double bottom cannot “fall through’”’ 
easy to carry...even when full 
separate removable telescopic cover 
Write for details today 


THE PAIGE COMPANY 


114 East 32nd Street New York 16, N.Y. 
For More Information Circle No. 245 











STANDARD FORMS SERVICE 


many more "CUSTOMIZED" features 
at “LESS-THAN-CUSTOM" prices! 


1 to 8 parts in 
(SSCS SSKRSESSSSSSESSSSSSSCSESSSSSSSEEESeeseesees wide choice of 
paper stocks 


YOUR Choice - 
[f couseceuseeaaseasensess: of Carbon extraction 

of Carbon grades 
Any Width up 
to 17 25/32 


cLARKSOn I Wi ai ve distant 


A SUBSIDIARY OF GRAPHIC CONTROLS CORP Bullalo 10, New York 
Nationally distributed — Write for source nearest you 








For More Information Circle No. 246 
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RED Choss 
COTTON 


Cartons addressed accurately, identically as 
dollies roll to shipping dock. Average 3173 
sec. per carton..one man—one hand— 
operation. 


Multistamp 
Stenciling System 


STOPS 
Freight 
Addressing 


ERRORS 


at JOHNSON & JOHNSON 


Shipping address errors are virtually 
eliminated when printed directly on 
cartons by the Multistamp Stencil 
Duplicator. Print becomes identical 
smear-proof permanent part of every 
carton in shipment Quantity users now 
save big money on VOLUME-PAK sten- 
cils..either plain or FORM-CUT. One- 
day service on repeat FORM-CUT sten- 
cil orders..less than 
10 days on new orders 

Write Today for your 

Free copy of the illus- 

trated new how-to (and 

why) book about the 

Multistamp Marking 

Methods. 


MULTISTAMD 


THE MULTISTAMP CO. Norfoik, Va. 
For More Information Circle No. 328 
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pare 


ing. The emphasis here is on obtaining 
fast production, purchasing and manu- 
facturing information. 

The net figures (prepared after 
credit has been approved) tell inven- 
tory, shipping and other departments 
the actual quantities of each lot number 
which we are committed to deliver. A 
net classification by size scale is pre- 
pared weekly and relates stock on hand 
and on order to definite orders to be 
filled from stock. At this stage, stock 
must be ready, otherwise appropriate 
action is taken immediately. 

Information on seasonal sales by 
products and customers, recorded on 
punched cards, is used to produce a 
variety of reports. In one, the cards are 
sorted so that customers’ names are 
listed first, and then the products pur- 
chased in each of the 11 categories dur- 
ing the last six seasons. We know of no 
better way to keep tabs on customer 
activities. 

The same cards are rearranged by 
city and state, and then by product, to 
tell us sales volume for the past six 
seasons for each of our major lines. 
This information is compared by our 
analysts with Bureau of Census business 
reports in the same locality. The com- 
parison indicates clearly the status of 
our firm in the area by comparing our 
sales trends to overall trends indicated 
by the Census Bureau. By this means we 
further rate ourselves, our salesmen and 
our retailers. 

Thus, Phillips-VanHeusen manage- 
men keeps its finger on the pulse of sales 
activities every moment of the day. 
Vital reports are produced in time to do 
maximum good in today’s highiy com- 
petitive situation. 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-fo-operate ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands .. . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service, 


A FEW PROFITABLE TERRITORIES OPEN 
for live-wire distributors. 





‘ Punching and Binding Machine sales create con- 
peluawe tinuous repeat-profits on plastic binding elements. 
saan?’ Write on your business letterhead for full details. 

vg”th Design J 






P.S. We also manufacture power equipment. 


coo oe 
PLASTIC BINDING CORPORATION 
Dept. © 732 Sherman St., Chicago, 5 Iilinoit 
Please rush FREE MANUAL giving me full informotion about 
the new PLASTICO Hand-Operated Punching and Binding 
Units 


PLASTIC BINDING CORPORATION 


oa 
732 Sherman St 15 W. 24th St Address 
Chicago 5, | New York 10, N. Y City - 


s 
| DEI iicciercnnnainatainn i 





Pan-American Jet Clipper 


ae | 
@ 


So quickly . . . so smoothly 

. in your travel, by modern 
jet airliner; in your erasing, 
with Jet Erasers. Bring Jet 
Age speed and progress right 
into your office with these 
modern Weldon Roberts Eras- 
ers, so wonderfully new and 
time-saving, so unbelievably 
clean in use. Handy business- 
like, luxury-textured rubber 
cores in inviting clear-plastic 
holders with pocket clips for 
executives; with whisk brush 
for typists. Holder tip un- 
screws so eraser stick can be 
moved outward, Refills, of 


course. 


NO. 827 JET. Gray rubber core for 
erasing ink and typewriting, (No. 


8270, with whisk) 

NO. 838 BALL POINT JET. 
Green rubber core for erasing 
ball point ink and India Ink. 
(No, 8380, with whisk) 

NO. 825 JET. Red rubber core for 
pencil erasing and cleaning. (No. 
8250, with whisk) 


Ask your stationer for the Jet Erasers (by 


number above) for the uses you prefer. 


Write us if he cannot supply you. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 


For More Information Circle No. 329 
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The Navy’s Perceptron 


(Continued from page 115) 


tal computers, and from control sys- 


| tems that carry out their operations by 
| symbolic logic. Unlike a digital com- 


puter in which breaking a single wire 
might incapacitate the machine, the 


| perceptron would continue to function 
even if a large fraction of its association 
| system were destroyed. A _ perceptron 


can be designed by wiring its units to 


| gether at random, so long as the general 
| flow of impulses proceeds from the sen- 


sory end to the response end. Inter- 
changing sets of wires, is likely to make 
no difference at all in its ability to per- 
form. 

The first experimental perceptron 
should be able to distinguish letters of 
the alphabet, simple visible forms and 


dissimilar pictures. Larger systems 


would recognize finer shades of visual 
difference, and accept auditory and 
other input media. 














F| 


“Of course, it is cheaper 
than going outside.” 
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NOW! A NEW DIMENSION IN PHOTOCOPY... 


(QUANTITY 


REVOLUTIONARY 
POLYCOPY 
PROCESS 
PRODUCES 
UNLIMITED COPIES 
FROM ONE 
MASTER... 
AT HALF 
THE COST! 


PolyCopies are made by the 
PolyCopier, an accessory 
to existing equipment. 
Only $79.50. 


CORMAC 


PHOTOCOPY CORPORATION 
80 Fifth Avenue, New York 11, ORegon 5-9310 


Now you can make five, twenty, an 
infinite number of copies—from just 
one master. Each copy is as clear, 
crisp and distinct as the original. File 
the master. Make copies years from 
now. You'll get perfect results every 
time. Copying with the PolyCopy 
process is simplicity itself. You use 
only one sheet. Peel-apart is 
eliminated. Cost of copies is cut in 
half. Copying time is slashed 

all the way. 


Now you can have 
Cormac copy quality—the finest... 
Cormac quantity—the most! 


If you have held off buying a 
photocopy machine because of 
production limitations, hesitate no 
longer. If you have a photocopy 
machine but not a Cormac, 

you can adapt the PolyCopy 

process to it. And—if you own a 
non-photocopy machine, trade it fora 
Cormac with the PolyCopy process. 
Get photo-sharp, permanent black 
and white copies which skip nothing 
—with the new dimension of 
unlimited quantity! 


The PolyCopy Process is Exclusive 
with Cormac! 


MAIL COUPON, TODAY! 


~ 
CORMAC PHOTOCOPY CORPORATION, Dept. 49 
80 Fifth Avenue, New York 11, N.Y. 


1 want to see a demonstration of the 
revolutionary PolyCopy process. 
No obligation, of course. 


a Send me FREE brochure,"'The PolyCopy 
Story”. 


Name___ 
| — 








Company _ 
Address__ scihessGnaetapetiminioa t 
Zone_____ State 2 | 





For More Information Circle No. 207 
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IN OFFICES, PLANNED AND FURNISHED BY GF 


...PEOPLE ARE more produit, 


Generalaire desks are specifically designed to help employees do their 
particular work better and with less effort. 


GF offers—in one comprehensive package —everything needed to create 
pleasant, work-conducive office surroundings...complete space and work-flow 


planning...a complete line of job-selected business furniture ...complete 
design and decorator services. 


To learn all about GF furniture and services, call your local GF 
branch office or dealer. The General Fireproofing Company, 
Dept. L-22, Youngstown 1, Ohio. 


Gs GENERAL FIREPROOFING 


MODE-MAKER, GENERALAIRE, 1600 LINE DESKS « GOODFORM 
CHAIRS ¢ SUPER-FILER ¢ SHELVING ¢ PARTITIONS 


For More Information Circle No. 206 














ROUNDUP of day-to-day em- 
ployee problems and how they were 
handled by management. Each inci 


in Employee Relations 


dent is taken from a true-life grievance 
which went to arbitration. Names of 
some principals have been changed. 


Can Management Prohibit Parties in the Office? 


What Happened: 

The department (almost all women) 
was getting “party happy.” Every time 
an employee had a birthday, got en- 
gaged or married, or went on leave, they 
chipped in and had a celebration—usu- 
ally during lunch hour. It was getting 
so that it interfered with work. So the 
supervisor posted a rule, in effect, “no 
more parties.” 

Nancy Heller approached the super- 
visor and asked if they could use the 
coffee break one day the following 
month to bid goodbye to an employee 
going on maternity leave. The answer 
was “No.” Nancy repeated her request 
a week later and was again turned 
down. Persistent girl, she tried again 
and was refused again. Yet early next 
month a party was held—except that 
there were no decorations. Gifts were 
placed on the lady’s desk during the 
coffee break, and the girls all watched 
her open the presents. 

The supervisor didn’t interfere be- 
cause he didn’t want to embarrass them. 
Later he called Nancy in and told her 
she was fired for refusing to heed his 
rule against parties. Nancy claimed: 


THe Orrice—February, 1959 


cause they are 


1. I didn’t plan the party. It 
spontaneous. 

2. Why single me out for punishment? 
There were 25 others there. 

3. Firing is too severe for a good em- 
ployee like me. 

The supervisor defended his action: 

1. I told Nancy “no” three times. 
How much more warning did she need? 

2. It was obvious that she was the 
leader. 

3. We must put a stop to parties be- 
interfering with the 


Was 


work. 
Was Nancy: 
RIGHT () WRONG () 


What Arbitrator Arthur Stark, Chair- 








man, ruled: “I cannot find that the dis- 
missal was justified: (1) Nancy was no 
more guilty of violating a rule than at 
least 25 others; (2) no other employee 
was disciplined in any way; (3) Nancy 
had a good record and was a compe- 
tent employee who had never been dis- 
ciplined before; (4) the offense itself 
was not sufficient to warrant dismissal. 


In our experience an infraction of this 
small dimension rarely calls for more 
than a minimum discipline. Some dis- 
ciplinary action may have been in or- 
der, but we are not convinced it was 
proper to single out Nancy. We require 
the company to offer her immediate re- 
instatement with no loss of seniority or 
other rights.” 


Can You Stop Married Men from Dating Female Employees? 


What Happened: 

Jim Bond was a pilot. One day he 
received the following letter from the 
industrial relations department: “Effec- 
tive today, if you or any other married 
member of our flight crew dates our 
hostesses or becomes involved in any 
form of ‘back-door romance’ with them 
you will be subject to immediate dis- 
cipline.” 

Several months later, Bond was de- 
moted from captain to co-pilot for a 
period of six months, with a reduction 
in pay. Bond didn’t deny that he had, 
on occasion, violated the rule. But 


everybody broke that rule, he said. He 
further maintained that the company 
had no right to interfere with his per- 
As long as he was doing a 
was nobody’s business 


sonal life. 
job, it 


good 


what kind of “double life” he led. That 
was his argument. 
The management didn’t see it that 


way. “It depends on the kind of busi- 
ness you're in,” the company main- 
tained. “We are in the airline business 


and it is important that our employees 
live up to high moral standards. Other- 
wise we would be criticized by the pub- 
lic and that would affect our business. 
If Bond wants to fool around with 
single girls, let him get a job in an 
occupation with a company where per- 
sonal reputation of the employee has no 
effect on public relations or safety.” 
Was the Company: 
RIGHT [) WRONG () 

What Arbitrator John W. Yeager 
ruled: “The company should have a 
right to establish regulations prohibit- 
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ing practices which could result in detri- 
ment, damage and even disaster. The 
preservation of the good name of the 
employees and the company is a safety 
factor. The relationships between men 


and women employees can affect the 
environment in which they move and 
work, and therefore is properly subject 
to company regulation. Bond was 
properly disciplined.” 


Does a Truck Driver Have to Be Courteous? 


What Happened: 

Joe Grady drove a truck which de- 
livered the company’s merchandise to 
dealers, but he was never one for 
“cozying up” to customers. “I’m just 
a truck driver. My job is to deliver 
merchandise. Let the salesmen build 
the good will. I’m no social butterfly.” 

The company paid no attention to 
this repeated attitude until it received 
complaints from three dealers who 
charged that the driver was curt and 
often downright rude. 

Joe was warned twice and, when an- 
other customer complained, Joe was 
fired. He immediately went out and 
got 30 letters from customers who said 
he was “okay.” The company refused 
to accept these as evidence. The case 
went to arbitration, with the company 
contending that a truck driver has a 
“public relations” responsibility to build 
good will among customers. 

Was the Company: 
RIGHT (|) WRONG () 


What Arbitrator Benjamin Borchardt 
ruled: “Numerous letters obtained by 
Grady indicate that there were many 
instances where he has been well ac- 
cepted. It nevertheless remains that 
there are a number of specific instances 
of discourtesy and disrespect to dealers 
and store managers, and insubordina- 
tion towards his superiors. The letters 
of commendation cannot neutralize the 
complaints, nor do they reduce the 
effects of the complaints. _The merits 
of this case must be decided on the 
basis of the complaints which brought 
about the discharge. The very life of 
a free economy is dependent upon good 
will between supplier and customer. A 
truck driver delivering merchandise to 
a customer is a representative of his 
firm, no less than the person classified 
as salesman. He creates and builds good 
will or ill will, depending upon his per- 
sonal actions and attitudes. The dis- 
charge is sustained.” 
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a completely new office photocopy process... 


Peerless Photo Products, Inc. 
Shoreham, Long Island, New York 


Gentlemen: 


Please send me information about QUICK SILVER, the 


completely new office photocopy process which: 


1. makes unlimited copies of superior quality from one negative. 
2. makes right-reading copies in one-sheet operation. 

3. eliminates peel-apart and throw-away sheet. 

4. can be adapted to any office copy equipment. 

5. cuts cost, time and labor. 

NAME TITLE 

COMPANY 

STREET 

city ZONE STATE 


For More Information Circle No. 208 
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NON-GLARE Y Without Annoying Eye-Strain! 


y GLASS TOPS IT'S ALMOST INVISIBLE GLASS 
aw ) WITHOUT GLARE... 


Eye-strain, eye-strain headache . . . that’s what you get when you 
sit behind a desk with an annoying, light-reflecting glass top. 
But what a restful change Tru-Site makes! Tru-Site non-glare glass top ends 
eye-strain as it stops annoying light reflection . . . protects the top 
of your desk with an almost invisible glass. 
See the wonderful difference Tru-Site makes on YOUR desk. 








Write today for a visual Tru-Site demonstration without cost or obligation. 





DEARBORN GLASS COMPANY | 


6600 SOUTH HARLEM AVENUE, BEDFORD PARK, P. 0. ARGO, ILLINOIS 





For More tnformation Circle No. 218 
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AN IMPORTANT ADVANCEMENT. AVAILABLE 
NOW FROM BALTIMORE BUSINESS FORMS 


NEW 2 er" PASTED 


Continucus Forms 


For the first time you can get PASTED continuous carbon inter- 
leaved forms with up to 6 parts or copies. Non-slip, non-jam 
operation. PASTED with Baltimore’s new methods and equip- 
ment for trouble-free performance in any typewriter, office or 
tabulating machine. 


It is no longer necessary to accept stapled forms. Baltimore 
Business Forms’ new 4, 5 or 6 part pasted forms provide ALL 
needed forms with one operation. Write today or phone for 
samples. 


See, 
6 










* Trouble-free—won’t 
slip or jam machines 


* Economical—save 
on forms cost 











‘Business Forms 


LTIMORE SALESBOOK COMPANY) 
lerick Ave., Baltimore 29, Md. 


For More Information Circle No. 189 


THe Orrice—February, 1959 133 





DUPLICATING PAPERS 


Hammermill Paper Co., 1463 East Lake 
Road, Erie 6, Pa., announces Hammermill 


Graphicopy Papers in 84/2” x 11” and 8%” 
x 14” sizes; in a wide variety of weights, 
finishes, colors and white for spirit, stencil 
and offset duplicating, and diazo copying 
machines. Papers are packed in attractive 
and functional patented E-Z Paper Paks 
and E-Z Carry Paks which make the paper 


easy to handle and store. There are 19 
paper grades and 181 items altogether. A 
paper selection guide wall chart lists each 
item under headings indicating the re- 
production process for which the paper is 
made. Each item has an order number for 
use in purchasing without writing out de- 
tailed specifications. A convenient file fold- 
er containing a printed or duplicated sam- 
ple of each sheet is available for ready 
reference. Use of the wall chart and sam- 
ple folder simplifies the selection of the 
right paper by office personnel. For the 
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wall chart and folder of samples, Circle 
No. 145. 


FOLDING TABLET CHAIR 


Clarin Mfg. Co., Dept. 50, 4640 W. 
Harrison St., Chicago 44, Ill., makes a 
fold-away tablet arm chair which com- 
bines a desk-like writing surface and a 
comfortable seat. It folds quickly and 


very compactly. The manufacturers say 
that, in storage, it occupies about one- 
third the space usually required. Of all 
steel construction, the attractively uphol- 
stered seat and back combine beauty and 
comfort with strength. Every Clarin Chair 
bears an unqualified ten-year guarantee. 
Clarin has been manufacturing steel fold- 
ing chairs for 30 years. Their tablet arm 
Reserve Seating line is one of their many 
steel folding chairs designed for every 
type of institution. For a brochure, “Re- 
serve Seats,” Circle No. 168. . 
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STITCHLESS BINDING MACHINES 


Didde-Glaser, Inc., Dept. TO-2, 50 
Hi-way & West 12th Ave., Emporia, Kans., 
manufacturer of Speed-Klect high speed 
sheet collators, is sole importer and dis- 
tributor for the Swiss-made Bufalo Sew- 
ingless Binder and the Rolong Hydraulic 
Back-Pressing Machine. Sold as a unit, the 
two machines make a high production 
combination for the small or medium-sized 
bindery that finds large machines too 


costly and small machines too slow. The 
Bufalo is a high speed, semi-automatic 
flexible, threadless binder that handles 


book backs up to 134%” in length and in 


blocks of approximately 2000 pages each. 
It mills .039” to .078” off the backs of 
sections and books, eliminating guillotine 
cutting completely. Subsequent operations 
of the Bufalo semi-automatic system apply 
two coats of a high efficiency resin glue 
and release the block ready for covering. 
One advantage of the process is the flat 
opening of finished books when bound in 
this manner. Operation of the machine is 
extremely simple and trouble-free. Hourly 
output (depending upon the thickness of 
books and number of operators) is ap- 
proximately 800 books per hour. 

The Rolong is a completely automatic 
back presser, hydraulically controlled. The 
operation is extremely simple and safe. 
One foot pedal operates all hydraulic con- 
trols. Books are stacked 4” in height and 
held back down in an adjustable clamp. 
When correct clamping pressure is reached, 
a second hydraulic movement presses 11 
vulcanized rubber rollers against the book 
backs. An oscillating motion rubs the cov- 
ers firmly on the books under constant, 
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finely controlled pressure. A dust ex- 
hauster removes all dust at the milling 
stage. According to the manufacturer, use 
of these two machines can produce 500 to 
800 books an hour. For More Information 
Circle No. 115. 


CASH REGISTER 


R. C.. Allen Business Machines, Inc., 
668 Front Ave., N.W., Grand Rapids, 
Mich., announces the first model in a 
line of low cost cash registers with indica- 
tion. This Model 8310 is an electric, gen- 
eral purpose cash register designed to give 
maximum protection, convenience and in- 
formation. It can be operated as an in- 
dependent, normal capacity adding ma- 
chine at a turn of the manager’s key. There 


are nine commodity and five department 
keys with enforced designation, plus visible 
dial with shutter lock, and lock controlled 
total and sub-total. Other features of this 
single ring, single total machine include 
automatic clear signal, motorized repeat 
key, large writing table, and an all-steel 
cash drawer with adjustable Speedi-Change 
plastic till. The compact 8310 comes in a 
choice of color combinations and is only 
18” long, 17%” high and 14%4” wide. For 
More Information Circle No. 101. 





FLOOR COVERING 


Du Pont Co., Room 2432 de Nemours 
Bidg., Wilmington 98, Dela., makes Vel- 
vetex vinyl clad foam rubber cushioned 
floor covering which tests are said to indi- 
cate has a surface almost twice as resistant 
to wear as a rubber floor covering, about 
five times more resistant than a hair car- 
peting with sponge rubber backing, and 


almost six times longer wear than a wool 
carpet runner in the same price range. 
Since dirt does not penetrate the vinyl top 
side, it can be vacuumed, swept, wiped or 
washed clean. The foam cushioning gives 
it a soft resiliency and prevents skidding. 
Strong fabric reinforcement will hold 
tacks and resist tearing. Velvatex is made 
in green, gray, beige in 27” and 54” widths. 
For More Information Circle No. 125. 


PHOTOCOPY PROCESS 


Peerless Photo Products, Inc., Shoreham, 
N. Y., announces the Quick Silver photo- 
copy process for reproducing either one 
copy or a hundred of every kind of 
original matter, including all colors, with 
photographic quality and exactness. This 
is a fast-development, chemical-stabilized, 
silver-photography process which uses only 
a single sheet of sensitized paper to make 
a copy. By exposing the original in contact 
with this sensitized sheet, a right-reading 
negative print (white-on-black) is obtained 
by a single pass through the machine. The 
whole procedure takes less than 30 sec- 
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onds. The negative print itself can serve 
as the finished copy, or it can be used as 
a master to make one or more positive 
copies by repeating the procedure. Any 
number of positive copies can be made 
from the one permanent negative, at a cost 
per copy of about 4 cents. The negative 
can be filed and re-used at any later time 
to make additional positive copies. The 
contrast of the original is improved in the 
copy. The Quick Silver automatic printer- 
and-processor combines in a single compact 
desk-top machine an exposure unit and an 
instantaneous developer-and-stabilizer for 
copying material up to 9” wide of any 
length. Any office worker can _ easily 
master the copying technique in a few 
minutes. Exposure time is not critical, and 


operator has wide latitude in making the 
original print. This minimizes waste due 


to imperfect copies. Automatic feeding 
devices control travel of paper through 
the unit so that operator fatigue is prac- 
tically non-existent and perfect copies are 
produced every time. The work can be 
done under normal office light. Exposure 
can be either reflex or print-through. 
Originals with information on one side 
only, and two-sided originals, as well as 
matter printed on opaque, transparent or 
translucent stock, can be copied with equal 
facility. Two solutions, used to develop 
and instantly stabilize the exposed sheet, 
are chemically stable and not affected by 
heat nor oxidized by exposure to air. The 
solutions are fed automatically into the 
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processor from inverted bottles. Prints 
leave the processor only slightly damp and 
will not stick to other prints or to them- 
selves if folded. The negative print can be 
used immediately to make the first positive 
print and subsequent positives. As many as 
four positive copies can be made per 
minute. There is no need to offset two 
sheets or carefully align them to obtain 
perfect register, and there is no waiting 
time or peel-apart step. For More Infor- 
mation Circle No. 114. 


PARTITIONS 


H-O-N Co., Muscatine, Iowa, has pur- 
chased Reynolds Partitions, manufactured 
in Chicago. Manufacturing operations have 
been transferred to H-O-N’s Geneva plant 
in Muscatine. The economical space divid- 
er sections are 72” high, with the solid 
panel extending 52” from the floor and 
capped by 20” of glass or perforated hard- 
board. Panels are constructed of tempered 


hardboard, and are available in nine colors. 
They are made in 36” widths, with smaller 
sections made to size to precisely fill out 
wall requirements. For More Information 
Circle No. 166. 


LAMINATING MACHINE 


American Photocopy Equipment Co., 
2128 W. Dempster St., Evanston, Ill., makes 
the Apeco Ply-On Laminator which en- 
cases one or both sides of a document in 
thin, pliable sheets of transparent plastic 
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film, in less than ten seconds. The machine 
measures only 10%” x 15”, is light in 
weight and controlled by push-button or 
foot pedal. A letter size sheet can be lami- 
nated on both sides at a cost of 5 cents. 


The permanent film preserves, beautifies 
and protects laminated documents. The 
Ply-On Laminator can be used by un- 
trained personnel and sells for $295. For 
More Information Circle No. 130. 


PERMANENT WALL CHART 

Chartmakers, Inc., Dept. 80, 480 Lex- 
ington Ave., New York 17, N. Y., an- 
nounces the Execu-flex chart comprising a 
walnut panel on a black lacquer base. 


Changes and updating can be done in 
minutes with the kit and instructions sup- 
plied. Priced at $87.50, f.o.b. N. Y., 
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with choice of materials for graph or 
curve charts to show sales or business 
trends; bar charts for comparative figures 
on any subject; or organization charts. The 
attractive Execu-flex is 28” x 40”. A per- 
manent grid allows for nearly any type of 
charts; helps align boxes on an organiza- 
tion chart, and plot figures for bars and 
graphs. All letters, numbers and materials 
are pressure sensitive and may be removed 
as easily as they are applied, yet will 
adhere as long as desired. Chartmakers 
also will set up the chart and supply mate- 
rials to keep it up to date without extra 
charge. Special sizes and finishes can be 
made to order. For illustrated brochure, 
Circle No. 135. 


ELECTRONIC 
PRINTER-ADDRESSER 


Stromberg - Carlson-San Diego, Box 
2449, San Diego 12, Calif., announces the 
S-C 5000 Electronic Printer which can 
print 100,000 words (5000 120-character 
lines) a minute from magnetic tape input. 


Printed characters are of good quality with 
straight lines and without ambiguity 
Printing can be done on inexpensive un- 
treated paper such as blank address labels, 
or offset masters, or in register on regular 
printed forms. Equipment automatically 
delivers paper in cut sheets or labels, or 
continuous rolls. The process employs a 
Charactron shaped beam tube and a 
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Haloid Xerox Copyflo printer. Accessory 
equipment includes a registration buffer 
for forms work, tape recording editor to 
assure printing of data in correct sequence, 
storage buffer to take input at slower than 
printing rate, automatic paper cutter and 
collator. Curtis Publishing Co. will use this 
equipment to address a million magazine 
address labels per eight-hour day and the 
labels will be affixed by Cheshire machines. 
Other applications include processing of 
invoices, statements, checks, premium no- 
tices, inventory records, plotting charts and 
graphs, etc. For More Information Circle 
No. 120. 


TWO-WAY RADIO 

Electric Co., Communication 
Dept., Lynchburg, Va., makes 
radio equipment designed for 


General 
Products 
two-wa y 


business and industry and compatible with 


regular office furniture. Regulations of 
the Federal Communications Commission 
make most U. S. business firms eligible 
for moble communications. The unit 
shown is the Desk-Mate base station which 
enables office personnel to communicate 
with supervisors and workers traveling in 
cars and trucks, for greater coordination 
of day-to-day business operations. For 
More Information Circle No. 112. 


Tue Orrice—February, 1959 





MAIL CART 


Lyon Metal Products, Inc., 12 Clark St., 
Aurora, Ill., makes a Mail Service Cart 
in two sizes; 30” x 16” x 32” and 36” x 24” 
x 32”. In the photo, the user has added his 
own follow block arrangement so that the 
mail messenger can sort interdepartmental 


mail as it is picked up. Easy rolling casters 
are stationary in front, swivel in back. 
The push bar is of formed tubular steel. 


Pan type trays are 3” deep. Finish is 
green baked-on enamel. For More Infor- 
mation Circle No. 105. 


PHOTOCOPIERS 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., announces two Transcopy photo- 
copy units, the Star and the Mercury, 
which provide fast exposing and processing 
travel speed, exposing an 11” document in 
three seconds and processing it in eight 
seconds: a total travel time of 11 seconds. 
Add to this another nine or ten seconds 
for paper handling and a copy can be 
made for use in approximately 20 seconds. 
The attractive, two-tone, scientifically en- 
gineered photocopiers can be operated by 
anyone, anywhere. The Star and Mercury 
make quality prints under bright office 
lighting conditions. The Star exposes, de- 
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velops and prints finished copies of origi- 
nals up to 9'2” wide and any length. Its 
overall dimensions are: length 22”, width 
14”, height 5”. The Mercury has a throat 
width of 15%”, length 29”, width 14” and 
height 5”. For More Information Circle 
No. 151. 


ACCOUNTING MACHINE INPUT 


Systematics, Inc., 60 East 42nd St., New 
York 17, N. Y., announces a series of 
Intercouplers which provide automatic in- 
put to the typewriter and counters of Na- 
tional Cash Register Class 3100 Account- 





with choice of materials for graph or 
curve charts to show sales or business 
trends; bar charts for comparative figures 
on any subject; or organization charts. The 
attractive Execu-flex is 28” x 4”. A per- 
manent grid allows for nearly any type of 
charts; helps align boxes on an organiza- 
tion chart, and plot figures for bars and 
graphs. All letters, numbers and materials 
are pressure sensitive and may be removed 
as easily as they are applied, yet will 
adhere as long as desired. Chartmakers 
also will set up the chart and supply mate- 
rials to keep it up to date without extra 
charge. Special sizes and finishes can be 
made to order. For illustrated brochure, 
Circle No. 135. 


ELECTRONIC 
PRINTER-ADDRESSER 


Stromberg - Carlson-San Diego, Box 
2449, San Diego 12, Calif., announces the 
S-C 5000 Electronic Printer which can 
print 100,000 words (5009 120-character 
lines) a minute from magnetic tape input. 


Printed characters are of good quality with 
straight lines and without ambiguity. 
Printing can be done on inexpensive un- 
treated paper such as blank address labels, 
or offset masters, or in register on regular 
printed forms. Equipment automatically 
delivers paper in cut sheets or labels, or 
continuous rolls. The process employs a 
Charactron shaped beam tube and a 
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Haloid Xerox Copyflo printer. Accessory 
equipment includes a registration buffer 
for forms work, tape recording editor to 
assure printing of data in correct sequence, 
storage buffer to take input at slower than 
printing rate, automatic paper cutter and 
collator. Curtis Publishing Co. will use this 
equipment to address a million magazine 
address labels per eight-hour day and the 
labels will be affixed by Cheshire machines. 
Other applications include processing of 
invoices, statements, checks, premium no- 
tices, inventory records, plotting charts and 
graphs, etc. For More Information Circle 
No. 120. 


TWO-WAY RADIO 

Electric Co., Communication 
Dept., Lynchburg, Va., makes 
radio equipment designed for 


General 
Products 
two-way 


business and industry and compatible with 





regular office furniture. Regulations of 
the Federal Communications Commission 
make most U. S. business firms eligible 
for moble communications. The unit 
shown is the Desk-Mate base station which 
enables office personnel to communicate 
with supervisors and workers traveling in 
cars and trucks, for greater coordination 
of day-to-day business operations. For 
More Information Circle No. 112. 
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MAIL CART 


Lyon Metal Products, Inc., 12 Clark St., 
Aurora, Ill., makes a Mail Service Cart 
in two sizes; 30” x 16” x 32” and 36” x 24” 
x 32”. In the photo, the user has added his 
own follow block arrangement so that the 
mail messenger can sort interdepartmental 


mail as it is picked up. Easy rolling casters 
are stationary in front, swivel in back. 
The push bar is of formed tubular steel. 


Pan type trays are 3” deep. Finish is 
green baked-on enamel. For More Infor- 
mation Circle No. 105. 


PHOTOCOPIERS 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., announces two Transcopy photo- 
copy units, the Star and the Mercury, 
which provide fast exposing and processing 
travel speed, exposing an 11” document in 
three seconds and processing it in eight 
seconds: a total travel time of 11 seconds. 
Add to this another nine or ten seconds 
for paper handling and a copy can be 
made for use in approximately 20 seconds. 
The attractive, two-tone, scientifically en- 
gineered photocopiers can be operated by 
anyone, anywhere. The Star and Mercury 
make quality prints under bright office 
lighting conditions. The Star exposes, de- 
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velops and prints finished copies of origi- 
nals up to 942” wide and any length. Its 
overall dimensions are: length 22”, width 
14”, height 5”. The Mercury has a throat 
width of 15%”, length 29”, width 14” and 
height 5”. For More Information Circle 
No. 151. 


ACCOUNTING MACHINE INPUT 
Systematics, Inc., 60 East 42nd St., New 
York 17, N. Y., announces a series of 
Intercouplers which provide automatic in- 
put to the typewriter and counters of Na- 
tional Cash Register Class 3100 Account- 


rm 
wan 





ing Machines. The N 500, N 700 Inter- 
couplers accept alphanumeric information 
from tabulating cards, edge punched cards 
and punched paper tape, and transmit it 
selectively to the typewriter keyboard or 
counters of the accounting machine. The 
resulting hard copy is printed at a rate in 
excess of 600 characters per minute, ex- 
clusive of the cycling operation of the ac- 
counting machine. These Intercouplers 
eliminate the need for repetitive typing 
and indexing, assure accurate transmission 
of data, allow high speed accumulation and 
listing, and reduce the cost of accounting 
operations. The equipment is available on 
90-day delivery. For More Information 
Circle No. 144. : 


TABULATOR LABELS FOR 
CHANGING VISIBLE CARDS 
Avery Adhesive Label Co., Div., 178, 
1616 S. California Ave., Monrovia, 
Calif.. makes Tabulabels for entering 
changes on Kardex visible record cards. 


Thin enough to pass through a tabulating 
machine, these self-adhesive labels are 
used to maintain up-to-date records. To 
assign new numerical designations to the 
visible portions of its property record 
cards, one company selected a 5” wide 
Tabulabel with a center perforation. Each 
label was duplicated opposite the perfora- 
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tion and both were imprinted with the old 
and new designations in one trip through 
the tabulator. The pin-fed backing sheet 
and labels were then removed at the center 
perforation, providing one set of labels for 
the home office and a duplicate set for 
the branch office. Because cards and Tabu- 
labels were printed in the order in which 
the visible record cards were filed, the 
process of applying the labels was fast 
and simple. In addition, the label design 
provided for the old designation to be 
shown in the upper non-visible portion to 
afford positive identification for compari- 
son purposes. For More Information Circle 
No. 140. 


STOOL 


Cramer Posture Chair Co., 625 Adams 
St., Kansas City, Kans., makes the Kik- 
Step stool which rolls when you kick it 
but holds still when you step on top of it. 
Spring controlled non-marking casters re- 
tract under the slightest pressure and the 


stool’s base grips the floor. When weight 
is released, casters go back into position 
to allow stool to roll. Sturdily made of 
steel with rubber safety tread on 14”-high 
top platform which is of cloverleaf design 
to make it easier to step back down. A 
bumper all around the base protects walls 
and furniture. The Kik-Step comes in 
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coppertan, desert sage, mist green and 
silvertone gray for office use: blue, yellow, 
green, beige, pink, white and black for 
home use. For More Information Circle 
No. 154. 


PUSH-BUTTON TELEPHONE 


American Telephone & Telegraph Co., 
32 Ave. of the Americas, New York 13, 
N. Y., announces that the Bell System is 
bringing out a Call Director push-button 
telephone for those who make or take many 
calls. It is a low, compact unit with hand 


receiver cradled at its side. At the touch of a 
button, it can provide interoffice communi- 
cation, arrange conference calls and con- 
nect other extensions to incoming calls. 
The Call Director was tested in a six- 
month trial among business customers in 
New York. One unit provides up to 18 
push-buttons and a larger model has up 
to 30 push-buttons of clear plastic which 
light up to indicate incoming calls, lines in 
use, and lines on which calls are being 
held. Names and numbers are beside the 
buttons in rectangular windows. The 
slanted operating panel permits easy read- 
ing of numbers and ready use of the square 
buttons which provide a better finger 
target, similar to typewriter keys. Bell 
engineers say the instrument is designed 
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for fast installation and rearrangement of 
service, with a minmum of inconvenience. 
Sets are available in light gray, moss green, 
ivory and beige. For More Information 
Circle No. 109. 


TAPE READER 


Bendix Computer Div., Bendix Aviation 
Corp., 5630 Arbor Vitae St., Los Angeles 
45, Calif., has added a photoelectric paper 
tape reader to its G-15 computer accessory 
line. Capable of accepting any five, six o1 
seven channel numeric tape for compute 
input, this PR-2 unit reads tapes from all 
types of off-line recording devices. It is 
compatible with tape punching cash regis- 
ters, accounting and adding machines, 


typewriters and many other types of re 
cording equipment. The reader operates at 
400 characters per second and will stop or 
start on one character. In addition to posi 
tive and negative numbers, the external 
code may include control characters and 
certain special characters. Any five, six or 


seven channel numeric code can be read 
and translated to G-15 code. Simple ad- 
justments allow for acceptance of different 
externa! codes. The PR-2 will accept up to 
500 ft. rolls of tape and is easily loaded 
and unloaded without using reels. A 
winder keeps the tape in a neat roll at 
all times. While the G-15 computer is 
equipped with its own searchable, maga 
zine loaded, photoelectric reader for data 
and program input, the PR-2 extends in 
put versatility by allowing entry of data 
from a wide range of records. For More 
Information Circle No. 165. 





BUSINESS COURSE 


ey, 


‘ ‘\ 
j “J 
\Y 
Learn to Apply 
Electronic Computers 
> Data Processing needs Trained 
Personnel 
TO: Take a new look at established 
practices 
Devise new systems and pro- 
cedures 
Reduce office costs 
> Business Electronics Inc. will help you 
prepare on the job or at home with 
PROGRAMMING FOR 
BUSINESS COMPUTERS 
A Home Study Course designed for 
inexperienced people, developed by 
Business Computer Experts 
> Take advantage of BE’s 3 years 
successful experience training 
personnel for EDP 


Write for Free Brochure 


BUSINESS ELECTRONICS 
INC. 


Computer Dept. 


420 MARKET STREET 
SAN FRANCISCO, CALIF, 


Member National Home Study Council 
For More Information Circle No. 284 


i; ithold OFFICE KNIFE 


#119 

$1.00 

Also penholders, lead holders, 

carton openers, marking pencils. At pro- 

gressive dealers everywhere. Write today for 
free illustrated catalog! 


GRIFFIN MANUFACTURING CO, 
LYNDHURST ST. ROCHESTER, NEW YORK 
For More Information Circle No. 285 
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PEN-PENCIL SET 

All-Rite Pen, Inc., Hackensack, N. J., 
makes the Continental set which retails 
for $1.98 and includes All-Rite’s Hidden 
Helix ballpen and a Deluxe mechanical 
pencil in a reusable crystalline box. Both 
items are luxuriously styled with sparkling 
chrome caps and clips. Barrels are in solid 
tones of black, blue, maroon or green. 





The pen features top-action mechanism for 
expelling and withdrawing the point. A 
large ink supply plus even constant flow 
until the last drop is made possible by the 
patented Hidden Helix inside the cartridge. 
Back action mechanism, chrome nose, 
large lead magazine and oversized replace- 
able eraser are features of the pencil. A 
counter/wall display printed in black and 
gold accommodates a dozen Continental 
sets for convenient dispensing at point of 
sale. For More Information Circle No. 
123. 


RING BOOK SHEETS 


Adv. Dept., National Blank Book Co., 
Holyoke, Mass., announces ring book 
sheets reinforced with DuPont’s Mylar 
polyester film. The four sheets are 15-684, 


| Eye-Ease 20 lb. Hammermill; 15-284, 20 


lb. white mimeo; 15-484 20 Ib. white bond 
and 15-884 20 lb. white duplicator. All 
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Multiply the output of your 


Data Processing Equipment 


An organization large enough to require 
high-speed data processing equipment 
must have an equally high-speed system 
of distributing copies to all concerned. 


Accounting machines, tabulators, printers, 
computers, etc. are built to produce vital 
basic information—they are not designed 
to record the results in multiple. Multilith 
Offset is answering this critical need for 
fast, inexpensive, quality copies. 


With Multilith Offset, data output is 
printed directly to the duplicating master. Extends dete processing results to off 
concerned 
From this master, the information can be Reduces forms handling time 


reproduced repeatedly — in whole or in e Provides selective use of basic data 


part. Automatic Data Transfer from master _ 

: ; For more information about 
how Multilith Offset can mul- 
point in the procedure, with any required tiply the output of your data 

\ processing equipment, write 

— for the free booklet "MUL- 

master has a data storage capacity of up TIPLYING THE OUTPUT OF 

TABULATORS, PRINTERS AND COMPUTERS 

WITH MULTILITH MASTERS”, or contact the 
of up to 9,750 lines per minute! Multigraph office nearest you. 


to master can be accomplished at any 
additions, deletions, or changes. Each 


to 6,000 characters, and an output speed 





Addressograph-Multigraph 


Biase). me SINE SS 


OROS 








© 1969 A-M Corporation *Trade Mark 


For More Information Circle No, 223 











Your operator can 
feed stock with both 
hands with this 
Foot-Control Floor Model 


Sptuwt 
PAPER DRILL 


ONLY 


741498°°° 


A price where 
most bench 
models begin. 

’ 


Faster workflow. Positive 2- 





four are punched for three-ring binders 
and all except the mimeo, 15-284, are 
round cornered at the binding edge. The 
mimeo is square cornered for easy ma- 
chine feeding. For free samples, Circle No. 
155. 


POSTCARD INVOICE PROCESSOR 


Standard Register Co., Dayton 1, Ohio, 
announces Heat-Seal Forms Processing 
Equipment for utilities and other com- 
panies using quantity postcard invoicing. 
The equipment transforms one-side tabula- 
tor-imprinted forms into postcards with 
the necessary address and billing data on 
each side. This eliminates one pass of 
the forms through a printer, tabulator or 
other accounting and computing machine. 


It also permits using any high speed printer 
for the billing operation and it produces a 
low-cost mailing bill that meets post office 
regulations. Forms on special paper receive 
all imprinted information on one side on 
a single pass through the printing device. 
Then they are fed over an angled turn 
bar and folded on a center perforation; 


| then passed through the Heat-Seal unit 


where heated plates cause a permanent 
sealing action and automatic controls pre- 
vent scorching and spoiling forms. The 
sealed forms feed through a Standard 
Register Selec-tronic Tab Card Burster 
where they are separated into individual 


postcards ready for mailing. Visible motor 
controls on the Heat-Seal unit allow syn- 
chronization of the motor with the burst- 
er’s speed and the unit can be used only in 
conjunction with the burster. The system 
operates on 110 volts-60 cycles, with sep- 
arate switches for all electrical com- 
ponents. It will take a maximum form 
length of 22” and a maximum width of 
16”. For More Information Circle No. 139. 


hand control of stock. Ideal for 
women operators. A real bind- 
ery drill. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 





For More Information Circle No. 275 
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New easy way to 
order 3'4*11 paper 


INSTEAD OF SAYING 
SIX THINGS... 


HAMMERMILL BOND 
SUBSTANCE 20 
8% BY 11 
WHITE 
BOND FINISH 
GRAIN LONG 


JUST SAY ONE THING... 


GRAPHICOPY 10-004 


ASK YOUR HAMMERMILL SUPPLIER for your free 
Graphicopy Paper Selection Guide, showing 181 items 
in 19 grades of Hammermill Paper. You can order 
all your 8!/, by I and 8!/, by 14 oe by number with 


one phone call. There's a Hammermill Graphicopy Paper 
for nearly every printing, duplicating and office need. 
Hammermill Paper Company, Erie, Pennsylvania. 

For More Information Circle No. 296 
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RECEIVING RECORD BOOK 
Kamket Corp., 54 Winter St., Holyoke, 
a Duplicate Receiving Rec- 


I said Bees to 
Mass., makes 


ord book containing 150 duplicate receiv- 
ing coupons. The original coupon is 
attached to the invoice and carries a com- 


when | 
Said 


“Hello” 
i 


A.W. FABER 





GRASERSTIK pol 
plete record for the noaaiuail depart- 


The original grey eraser point 
always best for erasing. 


ment. The receiving department keeps the 
duplicate in the book. Page size is 8%” x 
%". The 





jee) 
cop 
n 
io) 
™ 
€ | 
G | 
3a 


S&SERVICE 


T7K 


R GRaser 


AWFagr 


For More Information Circle No. 276 
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11” and the coupon is 3%” x 7%” 
| original copy is perforated two ways for 
i y 


easy removal. Binding permits folding the 
front cover back for a flat writing surface. 
For More Information Circle No. 134. 


Typewriting mistakes 
happen to the best of 
Secretaries—but SLOPPY 
STRIKEOVERS are as 


out-of-date as ankle- 
length bathing suits. 
FIREPROOF DRAPERY FABRIC 
Dept. S, Odenton, Md., 


If you still use a bulky 
| . . 
Saran Yarns Co., 
makes Saranspun drapery fabrics for of 
i rooms. 


eraser, do yourself a favor 
conference and _ reception 


by tossing it in the basket. 

Get an A.W.FaBeER slim, trim 
pencil-shaped EraserSTik 

that whisks away single letters 
of a word without marring the 
surrounding area. With 
ERASERSTIK you erase without a 
trace. Let EraserS1IK make 
you a better Secretary. 


fices, 


‘ ‘ ’ 
{ 3 ‘ 
i a 

aid i} i ; 

j i 


7099 


Get a few today. 


TIK CALL SERVICE) 


Which point do you prefer? 

Slender, Medium or Blunt, 

E-RASERSTIK gives you 

Point with a ; 
| Saranspun offers decorative beauty, excep- 

| tional strength and durability, plus low 


your choice. 
A wide selection of 


mechanical or hand pencil 


ASER 


j sharpener. 
i A.W. FABER-CASTELL x maintenance costs. 
3) decorator prints and solid colors are solu 


PENCIL CO., INC. NEWARK 3, N. J. 
Orrice—February, 1959 


“IT 
OPENED 
MY 
EYES!” 


“The Truth About 
Office Copying Machines 


tells you how to get perfect copies at lowest cost. All the advan- 
tages and disadvantages of all types of machines on the market, 
comparative cost of copies, speed, ease of operation, copy quality 
and range. Every businessman should read it before buying. FREE! 


COPEASE CORPORATION 425 Park Ave., New York 22, N.Y. Bex 0-2 


DISTRIBUTORS IN PRINCIPAL Gentlemen: I would like to have a 3-day FREE TRIAL of 
CITIES. REGIONAL OFFICES: Copease in my office—without obligation." ] 


New York, 425 Park Ave. Please send me a FREE copy of “THE TRUTH ABOUT 
PLaza 3-6692 OFFICE COPYING MACHINES” ‘eo 


J 
Chicago, 228 WN. LaSalle St. 
STate 2-1383 


Los Angeles, 3671 W. Sixth St. Address 
DUnkirk 5-2881 





Name 














For More Information Circle No. 343 
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Low-cost way to 

modern accounting methods 
ROYAL MCBEE GENERAL 
RECORDS POSTER 


loath! 


Simpilifi your payables, r , payroll — 





as well as other important accounting jobs 


} RUDAIC AAD NIPAAOP 


Here, in just a single compact device, you’ll find 
everything you require to simplify —and mech- 
anize—your accounting. Flexibly, economically, 
without specialized personnel. The new Royal 
McBee General Records Poster eliminates re- - 
petitive writing—can slash your paper-handling 
costs by 60%. With greatest speed and accu- 
racy. In small and medium-sized firms... in 
larger, decentralized companies, too. 


Combining simplic 

ity and versatility , Your nearby Royal McBee Data Processing 

' McBe : 4 

thenew Royal MeBee Representative will be glad to demonstrate the 

General Records 2 

Poster is quickly = ; new General Records Poster—as well as other 

and easily adapta : ; toyal McBee machines and methods for cutting 

ane 60 ieee Pe ae automation down to size. Phone him, or write 

ables (above), re- [ee4 - a : 

ceivables (right) ; Royal McBee Corporation, Data Processing 

and payroll (below) t Division, Port Chester, N. Y., for illustrated 
it ; brochure 8-533. 


ROYAL M‘BEE:: cata processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


é 


For More Information Circle No. 182 
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tion-dyed for better color stability and 
printed with vat colors to assure years of 
beauty and resistance to fading. Replace- 


ship among coated and uncoated book, 
cover papers and Mead business papers. 


Mead considered and eliminated a wide 
ment and maintenance costs are lowered es Te 
since the material will not crack and pro- 
vides for excellent abrasion-resistance and 
inherent flex-life. It also offers good 
dimensional stability and is virtually un- 
affected by intense humidity and weather 
change. The fabric can be dry-cleaned or 
washed according to simple instructions 
provided. Saranspun is inherently and per- 
manently flameproof; _ self-extinguishing 
without flameproofing treatment. Easily 
sewn, draped, folded and pleated, it is 
also non-toxic and allergy-free. For More 
Information Circle No. 156. 


PAPER SAMPLE BOOKS 


Mead Papers, Inc., 118 West in St., 
Dayton 2, Ohio, are redesigning 22 paper 
sample books to incorporate into each 
cover a family relationship of the same 
paper grades, as well as an inter- relation- 


variety of visual approaches, ranging from 
line illustrations to abstract shapes and 
colors. Final approval rested with typo- 
graphic design, not as a means of setting 
words, but as an illustration, in a decor- 


MILLER -TROJAN photo equipment 


for top performance — at lowest cost 


MODEL DC PROCESS CAMERA 


A professional type darkroom unit made entirely of steel 
and heavy aluminum castings. Features include percentage 
focusing scales . . . two or four 1500 watt, 3200° Kelvin 
lamps with automatic pre-set timer . . . Wollensak lens 
with diaphragm control and electrically operated solenoid 
shutter . . . a transparent vacuum back for direct focus- 
ing on vacuum back holder . . . and a selector valve that 
permits use of film from 4" x 5'' up to 24''. Light in- 
tegrator, transparency copy board and Goerz lens avail- 
able at extra cost. Sizes: II'' x 14°, 16" x 20" and 24” 
24". 


11” x 14” unit ONLY $1375.85 plus crating 


UNIVERSAL CONTACT PRINTER 


Has controlled lighting system that lets you handle the 
entire range of photo emulsions on one machine. Is 
operated at peak intensity for slow speed emulsions—or 
can be dimmed to different intensities for —_ be roy 
and papers. Made in sizes from 38'' x 50" to 64" , 


38” x 50” unit ONLY $1,665.00 plus crating 


Write today 
for full details 
on these items 

—and on camera 
training school 


MILLER -TROJAN CQ), INC., TRO Vo srire 


For More Information Circle No. 274 
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WANT THE BEST FOR LESS? 


Use REPLI-master paper masters! | 


Save lots of money for your company 
on direct image offset plates 


REPLICA corporation 
Manufacturers of Offset Duplicating Supplies 


/ 


154 NASSAU STREET NEW YORK 38. N.Y 


For More Information Circle No. 286 





| ative 


| third. 





© LEDGER SHEETS 
prom 











Pen ruled and pri 
sides on 28 Ib. hite (25% 
rag) Ledger. 


@ COLUMNAR SHEETS 





FREE Pen ruled and printed both 
sides. Single & Double Page 
Catalog Forms. Numbered lines. 


& ® COLUMNAR PADS 


Price 
List. 


Write 
Today! 





On #16 Buff Sulphite. 
available for ring binders. 


THE NATIONAL MANIFOLDING CO. 








521 BROWN STREET, DAYTON 2, OHIO 

















For More Information Circle No. 287 
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sense, for attention-getting and 
aesthetic appeal. The design identifies each 
grade and establishes the relationship be- 
tween the family of products. The dis- 
tinctive and unusual typography approach 


| contributes strong elements of corporate 
identity. 


The covers were created by 
Herbert M. Meyers, director of design for 
Mead Packaging, Inc. For the new sample 
books, indicate kinds of papers you use 
and Circle No. 142. 


PHOTOCOPIERS 


American Photocopy Equipment Co.. 
2100 W. Dempster St., Evanston, Ill., makes 
the Apeco deluxe Uni-Matic Auto-Stat for 
one-step synchronized operation. An 


| original document has to be inserted only 
| once in the machine. This reduces the pre- 


viously required reproduction time by one- 
The Uni-Matic has a fast motor 





coupled with an intensified, specially de- 
veloped fluorescent light source, is easy 
to operate and designed for offices where 
different people use the same machine. 
This photocopier, at the top of Apeco’s 
line, is priced at $423.50. The Director 
Auto-Stat is a lightweight, portable unit 
weighing only 25 lbs. and measuring 11” 
deep and 20” wide. It has the copying 
capacity of a larger unit, single push-button 
control, rapid continuous feed and func- 
tional design that simplifies maintenance. 
Capable of reproducing any office-sized 
document in about 19 seconds, the Direc- 
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Whoever heard 


of a 
ppanct 
Stencil? 


NO ONE biD! That is...not until 
Tempo developed their pastel 
stencils, including pleasing pink. 
Tempo Pink Stencils are soft and 
pleasing to the eye—outstanding 
for visibility and proofreading. 
You'll always get the KIND OF COPY 
YOU WANT— just as EASY as typing 


a letter with Tempo Stencils. 








se 


Here’s your opportunity to try Tempo pink stencils 

without risk or obligation. Order one quire, try a few and 

if for any reason you're not satisfied, return 

remainder for full credit on your order. 

MILO HARDING COMPANY 

Established 1904 -- America’s most complete line for Stencil Duplicating 
132 Tempo Building, Monterey Park, California 

Eastern Division: 322 Third Avenue, Pittsburgh 22 


Los Angeles, San Francisco, Pittsburgh, Washington, D.C., Mexico D.F., and dealers everywhere 


For More Information Circle No. 177 
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tor sells for $227.50. Both models produce 
sharply defined black-on-white copies of 
any written, printed, typed, drawn or 
photographed original. The firm also 
markets the Dial-A-Matic Auto-Stat, a 
stainless-steel-housed unit with extra wide 
insertion slot, at $347.50. For More In- 
formation Circle No. 131. 


OFFSET CLEAN-UP SHEETS 


Roll-O-Graphic Corp., 133 Prince St., 
New York 12, N. Y:, announces Rolcor 


Just 2 Simple Steps... 
FIRST— Avery Tab- 
ulabels rewind into 
rolls as they are 
imprinted by the 
tabulator. 


@ speeds labeling...outperforms old- 
fashioned addressing 4 to 1 

@ increases efficiency of tabulators... 
saves time and money 

@ sticks without moistening...adheres 
quickly to any smooth clean surface 


SECOND — Imprint- 
ed Tabulabels are 
dispensed from rolls 
by Avery electric 
dispenser for quick, 
easy application. 


AWE 
Tobulabele 


tory 


others! 


Monrovia, Calif. ¢ 
Cities 


my name 


A few market-tested uses for Tabulabels: 
Addressing envelopes—bin and shelf markers 
—identifying products and cartons —inven- 
control — part number identification — 
labeling file folders—and you may discover 


AVERY ADHESIVE LABEL CO., Div. 178 

117 Liberty St., New York 6 © 608 S. Dear- 
born St., Chicago 5 * 1616 S. California Ave., 
Offices in Other Principal 


Two-Sided Cleaner Sheets, made from an 
extremely absorbent, high wet strength 
blotting paper. Rolcor Cleaner Sheets 
feature the use of both sides, can be used 
to cut material costs 50%. Made to fit all 
duplicator presses up to 10” x 16”, Rolcor 
Two-Sided Cleaner Sheets are available in 
pinbar, oval or straight cut styles. For 
More Information Circle No. 108. 


DRY RUBBER CEMENT 


Dry-stik Co., 4356 N. Kedvale Ave., 
Chicago 41, IIL. 
makes Dri-Stik 
which, when rub- 
bed on a surface, 
leaves a thin pres- 
sure-sensitive coat- 
ing that is not 
sticky to the touch. 


Gee |. 
pry. Stik} 
THE CLEAN, ORY 

TE FOR PAPER 





pry-stik 
PRESSURE SENSITIVE ||: » 
STICKS INSTANTLY/T : 














Paper sticks in- 
stantly at finger tip 
pressure, yet it can 
be picked up and 
moved many times. 
When_ smoothed 
down firmly, _ it 
forms a waterproof 
bond that is 
stronger than the 





try them today! 


address_ 


| Seo 


paper itself. This 
dry bar of plastic 


————— 





city 


zone___state 





rubber compounds 
bonds tight at the 


For More Information Circle No. 314 
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With the Justowriter, automatic tape-operated composing 
machine, all printing on offset duplicators in your office 
can be professional looking, with justified margins, accurate, 
easy to read ... at a substantial saving in cost over type- 
writer or hot metal composition. Any printing or duplicat- 
ing job, large or small . . . can be set on direct image 
plates or reproduction proof paper from the Justowriter’s 
punched paper tape. 


One keyboarding on the Justowriter Recorder produces a 
visible copy and a punched tape. This tape operates the 
Justowriter Reproducer to set sharp, justified proofs auto- 
matically at 100 words per minute. Author’s alterations or 
corrections are easily made by making a tape from a tape 
. . . automatically. Fourteen different type styles are avail- 
able in sizes from 8 to 14 point. 


WRITE TODAY on your business letterhead for additional 
information on the justifying type-composing Justowriter -- 
a basic Tape-Talk machine in the ‘‘new world for busi- 
ness’’ created by Friden. 


THE ABOVE COPY WAS SET ON THE JUSTOWRITER IN 
For More Information Circle No. 340 
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Use Justowriter 
composition for 
BOOKLETS 
MANUALS 
CATALOGS 
NEWSPAPERS 
DIRECTORIES 
HOUSE ORGANS 
LITERATURE 
BULLETINS 
PRICE LISTS 
DIRECT MAIL 
C ga: 
gfriden crease 
<A New Wor 
& = we ee 


FRIDEN, INC. 


San Leandro, California 


8 POINT GALVIN TYPE 





NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


a | 
— ioe 
= a ’ 
j i i } 
g \ ' 


Keep your confidential papers 

and records from the prying eyes 

of unauthorized persons by 

quick, easy destruction right in 

your own office with the 

SHREDMASTER Bantam 10. Any- 

one can operate. Just drop papers 

in and unreadable shreds come 

out. Exclusive gravity feed pro- 

vides quicker shredding. Gives 

greater capacity by shredding 

multiple thicknesses of paper. 

Handsome, modern design and 

YOUR PAPERS Ae clean, noise free operation suit- 

GO IN HERE. iW’ able to any office. Yours at a new 
low price. 


FREE: Illustrated descriptive 
folder giving details of 10 Day 
Free Trial. Just write today to 
Room 1430, 
srHREADABLE 75 Varick Street, 
REDS com New York 13, N. Y. 
OUT and ask for Circular 53. 


® SHREDMASTER 


CORPORATION 


A Division of 
Self Winding Clock Company, Inc. 


Manufacturers of the Clipper 14, only heavier duty shredding machine suitable for office use. 
Sales and Service in principal cities in U. S. and Canada. 


For More Information Circle No. 209 
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edges, yet does not ooze, stain, wrinkle wider than their predecessors, and come in 
or shrink the paper. Dry-Stik needs no a sand gray and green combination. Ditto’s 
thinners nor drying time; does not get 

lumpy or scummy; is odorless, non-flam- 

mable and non-toxic. Since it is all solid 

adhesive, a 50c Dry-Stik will adhere more 

paper than bottles of rubber cement. A 

stick can be kept in desk or pocket and 

is always instantly usable and conveni- 

ently clean. A dab can be used as an 

invisible paper clip and for posting bul- 

letins. Two bars of Dry-Stik postpaid are 

$1 from above address. For More Informa- 

tion Circle No. 167. 


SPIRIT DUPLICATOR 


Ditto, Inc., 6868 McCormick Road, Chi- 
cago 45, Ill., has added a 14” model to 
its D-70 office duplicator line. This ma- 
chine, which takes paper from 3” x 5” up 
to 14” x 14”, is the third in this series (the 
other two include an 18” electric and an 
18” hand operated model). All models in D-70 line offers new engineering features 
the D-70 series are longer, lower, and for increased versatility in general dupli 


The Quik-Stripper 


TAKES PLATES AND CARDS OUT OF 
ADDRESSOGRAPH FRAMES! 


Slide frame over opening in table-top of Quik-Stripper 
Plates and cards fall out, slide down chute into waste basket. Im- 
possible to get grime in hands or ruin fingernails. Work from back 
of frame. Fingers never touch inked plate. Pays for itself because of 
time saved. Models for all styles of frames. Trouble free. No 
service problems, Send for circular giving details and prices 
Specify style of frame to be stripped or send sample. Write Ad 
dressing Machine Co. of Calif., 667 Mission St., San Francisco 5 

ed  YUkon 2-2130. Quick-Strippers sold on 5-day approval. 


For More Information Circle No. 312 


DEALERS: Liberal Discounts — Delivery you can depend 
on All forms carry YOUR imprint. No inventory, equipment, 
shipping or warehouse costs. Write TODAY to New 
Dealer, Dept. 1, 1600 E. 26th St, Little Rock, Arkansas 


ONE-TIME Carbon Forms 


Increase Efficiency, Reduce Costs 
Sold through our Dealers only... 


ae TERNATIONAL BUSINESS ow 
pw eereteretnaA tt & 


1600 £€. 26TH STREET eo LITTLE ROCK, ARKANSAS 
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Want clearer copies from your 


DIRECT PRINT COPY MACHINE? 


You'll get them with 
Patapar Translucent masters 


SEND FOR FRZE TESTING SAMPLES 


Patapar Translucent Parchment masters 
assure copies that are consistently sharp and 
true. Patapar’s high degree of translucency 
permits superfast transmission of the ultra- 
violet rays. There is no diffusion. The result 
is fast reproduction and utmost clarity. 

Furnished in various weights including 
rigid card stock. Specially designed for 
Bruning, Ozalid and other diazotype copying 
machines. 

For new brochure of testing samples, write 
us on your business letterhead. Name of 
nearest distributor on request. 


Patapar: 


TRANSLUCENT 
PARCHMENT 


Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 


For More Information Circle No. 273 
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cating and systems use. The 14” and the 
18” models have fully adjustable side 
guides and feeder wheels permitting any 
position to be used on the feeding tray. 
Guides are reversible for handling long 
| or short paper. A push-button bar lets the 
operator shift from full automatic to inter- 
mittent paper feed. This permits rapid, ac- 
| curate feeding of single sheets or cards 
in systems work. Finished copies auto- 
| matically fall into stacked alignment on the 
two-position receiving tray which can be 
adjusted to accommodate long or short 
sheets. Paper guides can be adjusted to 
receive copies fed from a corresponding 
position in the feed tray. The master clamp 
is divided into sections, each self-adjusting 
to varying or multiple thicknesses of pa- 





| per. 


This simplifies handling variable 
masters in systems work, and helps pro- 
duce uniform copy strength over an entire 
sheet. A slot allows attaching magnetic 
blockouts. A two-in-one control lever per- 


| mits operator to open master clamp with 
| one 
| chine with another. Positive registration of 


motion, then close it and start ma- 
master to copy paper is provided by a 
knurled wheel in the drum which raises 
or lowers the master a maximum of %”. 
Folding or trimming master is unnecessary. 
For maximum fluid economy, the 18” ma- 
chine has selective fluid distribution with 
20 individual jets on the liquid tube. The 
operator can confine liquid distribution to 
the width of the copy area being dupli- 
cated, instead of using entire tube width. 

A visual liquid level shows the operator 
how full the tank is at a glance, without a 
dip stick. Liquid control levers are cali- 
brated by paper sizes for the precise 
amount of fluid needed for each job. Both 
liquid and pressure levers are the latch 
type for quick, accurate positioning with- 
out slipping. Machines have a top speed 
of two copies a second, and can handle 
500 sheets at one time. They accept paper 
from 16-lb. to card stock without adjust- 
ment. For positive non-slip, synchronized 
power transmission, a timing belt system 
assures factory-set operating conditions 
throughout life of machine. For More In- 
formation Circle No. 106. 
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OFFICES OF The Kansas Power & 
Light Company, Topeka, Kansas. 


H. F. SCHUSTER, EMPLOYEES FIND NATIONALS extremely easy to operate. 
Supervisor of Ma- 
chine Accounting. 


“Our Hattonal System 
saves us ‘20,000 a year... 


returns over 76% annually on investment.” 


—The Kansas Power & Light Company, Topeka, Kansas 


“Our new National System has produced big savings,’’ writes H. F. Schuster, Supervisor of Ma- 
chine Accounting. ‘‘Since installing National wired adding machines and punched tape recorders 
in sixteen principal offices, we have reduced labor costs, cut accounting time, postage and paper 
costs, and greatly reduced errors. 

“Accuracy-insuring features of our National System enable us to reduce reported billing errors 
to an average of only six per month in billing over 220,000 customers and making more than 
285,000 calculations. With the National punched tape, manual key-punching and verification of 
cards are eliminated—resulting in time and money savings of approximately $20,000 a year. 

“Mailing lightweight NCR punched paper tapes from branch offices to the main office (instead of 
previous heavy transmittal cards) 
save us approximately $5,000 an- “TRADE MARK REG. U.8. PAT. OFF. 


nually in postage. 
“We figure our National System ¥ 
saves us at least $25,000 a year... 


returns more than 76% annually Supervisor of 
on our investment.” Machine Accounting ADDING MACHINES » CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio ACCOUNTING MACHINES 
1039 OFFICES IN 121 COUNTRIES wer parte (No Carson Reauinto) 
75 YEARS OF HELPING BUSINESS SAVE MONEY 


ze For More Information Circle No, 190 
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SPACEFINDER FILES... 


..»- HAVE PROVEN, in hundreds of offices, that they can 
SAVE YOU 50% or more in filing time, space and money! 


ONLY SPACEFINDERS... 


offer you these 
exclusive advantages. 


3 Welded cabinet of Spacefinder is de- 

signed specifically for MAXIMUM 
FILING EFFICIENCY. It is not an adap- 
tation of shelving! 


Spacefinders are complete and ready 

to use. When you move or change 
your department, you can MOVE THIS 
RUGGED FILE WITH CONTENTS 
INTACT! 

Optional doors give DUST, DIRT 

and FIRE PROTECTION, serve as 


handy pull-out work shelves, and can be 
provided with locks. 


Spacefinders are an appearance asset to any @ Note visibility and availability of thousands of records. 
office — available in a wide range of sizes. 


Send today to Tab Products Co. 995 Market 

Street, San Francisco 3, for 24-page brochure, TT" Zt ES 
and name of our local representative for skilled 

help in showing you how to seve filing time, pmonpvwvoerts GO. 
spece and money 


For More Information Circle No. 181 
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PUSH-BUTTON INTERCOM 


Automatic Electric Co., Northlake, IIl., 
makes the Type 11 Executive Quick-Call 
direct line intercom system by which the 
user pushes a button to reach any of up to 
20 preselected P-A-X or P-A-B-X stations. 
All relay equipment is located in the 
switchroom, and connected to the master 
station by a 30-conductor cable. Nothing 
has to be done to any of the preselected 
stations to make them accessible from the 
master. Changing preselected stations re- 
quires only a main frame jumper change. 


Measuring 5%” 
1214” 


high, 5%” deep and 
overall length, the control cabinet 


replaces the floor model, wood cabinet of | 


the Type 10 Direct Line Executive Loud- 
speaking Telephone. Two rows of 11 trans- 
lucent buttons on the control cabinet have 
a designation strip holder between rows. 


Twenty buttons are for selection of 20 | 


stations; other two control special features. 
To place a call, executive merely presses 
appropriate button and lifts handset of his 
telephone. The translucent button lights up 
when line is selected and remains lighted 
until the calling party hangs up. Should 
the line called be busy, equipment will 
camp on line until called station discon- 
nects, at which time ringing current will be 
applied. The Hold-Tone-Error button is 
used to hold an outside call while execu- 
tive communicates with any one of the 20 
stations, and to put a tone on a busy line 
to indicate an executive call is waiting 
(upon hearing this tone, both parties hang 
up, at which time ringing current is trans- 
mitted over the called line). It also can 
restore the control relay actuated by a 
station-selecting button operated in error, 
provided handset of originating telephone 
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PORTABLE TYPEWRITERS 
STANDARD TYPEWRITERS 
FRONT FEED TYPEWRITERS 
ACCOUNTING MACHINES 


For more information contact 


TORPEDO-WERKE AG 
FRANKFURT/M. - ROEDELHEIM 


Founded 1896 Western Germany 





=or More Information Circle No. 332 





is still on the hook. When immediate con- 
nection must be made with a busy station, 
an executive right-of-way feature is pro- 
vided. By pressing the Cut Through but- 
ton, his telephone is automatically con- 
nected to the busy line. Any standard tele- 
phone instrument, or the Speakerphone 
which enables conversing without holding 
a handset, can be used with the system, 
and telephone is not restricted to the 20 
preselected stations. Used independently of 
the push-button control cabinet, telephone 


DATERS 


for SMALL 
and LARGE 


SPACES 


can be dialed to connect with any station 
served by the P-A-X or P-A-B-X. The 


Type 11 Executive Quick-Call direct line 


system can be used in any 48V telephone 
system. For More Information Circle No. 
129. 


CARTON SEALER 

Alford Package Machines, Inc., Ridge- 
field Park, N. J., announces the Minisealer 
lowest priced carton end gluer for manu- 
facturers requiring pilfer-proof packaging 
but without the 
production to jus- 
| tify a large invest- 
| ment. Miniaturized 
to a compact 4 
sq. ft. of space 
and weighing un- 
der 100 Ibs., this 
equipment pro- 
| duces 1000 units 
| Or more per hour 


JAN 2357 


FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automatically after 3 Ist 
day change. Bold day figures , 
are easy to see. 

Write for Catalog 


wir ee 


& CO., Incorporated red sealed, rei 
iss for ve > ‘ g. 
216 Nichols Ave Stainless steel con- 
a struction through- 
Brooklyn 8, W. ¥ out, powered by 


ces NEW YORK e CHICAGO « SAN FRANCISCO « MONTREAL 


with one operator. 
Loaded cartons are 
fed into the ma- 
chine, automatical- 
ly glued and deliv- 
ered sealed, ready 

case loading 





air or electricity, 
the Minisealer is 


For More Information Circle No, 318 
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In Mid-America’s 


famous CHICAGO SEMINAR 
March 23 to 26, Conrad Hilton Hotel, Chicago 


The 16th Annual CHICAGO SEMINAR is co-sponsored by the Chicago Chapter 
of the National Office Management Association and Northwestern University, 
and is also held concurrently with the BUSINESS SHOW —a gigantic 
display of all the latest office equipment and electronic office machines. 


15 top-name (practical minded) 
experts will give you proven 
ideas—ideas geared for imme- 
diate use to supervisors and 
managers in: 

> office management 
> personnel 

>» accounting 

> systems & procedures 
> industrial relations 

>» machine accounting 
> purchasing 


-——--------------- 


Clip and mail to OMAC, Dept. 0-2-59 
Office Management Assn. of Chicago 
105 West Madison St., Chicago 2, Ill. 


Please send me details of the Chicago Seminar 
and Business Show. 


Name_ 
Address. 


oS —_ a State 





Company_____ 


For More Information Circle No. 236 
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t and stimulation in 
expanded Vaquero 
of supported vinyl 


¢ 
2 


mer VAQUEROL*s COLOR 


character 
of 
Created for the interior 
designer, architect, jurniture 


35 


ujacturer and upbolsterer, 
rich colors offer a complete 
tion from the sedate to the 
finest contemporary hue 
” 


Versatile as st is inc 


Vaquero is now available in three 


elastic backed weight ubility 
tandard and deluxe. Free sample 


n request 


the original vinyl coated 
fabric developed by the Landers 
eal 1s your guarantee of the 


highest quality in vinyl upholstery 


TOLEDO |, OHIO 
ESTABLISHED (1886 


LANDERS CORPORATION 


For More Information Circle No. 315 
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made for years of trouble-free service. Its 
rapid set-up and clean-up time results 
from a new glue applicator principle. For 
More Information Circle No. 117. 


ADHESIVE PEN SET 


Micropoint, Inc., Sunnyvale, Calif., 
makes the Ink-Stik’n’Holder to give 
greater utility to the Ink-Stik by the addi- 
tion of a sculptured Tenite base and gold- 
finished swivel which permits pen to be 
positioned an any angle. The unit comes in 
six different color combinations of blue, 


red, black, green, lavender, and turquoise; 


retails for $1.19 and $1.59 with a 24” 
gold-finished chain. It will stick perma- 
nently to any clean flat surface by means 
of a Polyken adhesive, making it functional 
on telephones, desks, service counters, auto 
and truck dashboards, and throughout the 
home. Available in colorful individual unit 


box and one-dozen counter display. For | 


More Information Circle No. 119. 


DESK SIGNS 


Plastic Letter Industries, Inc., 190 N. 
Wells St., Chicago 6, Ill., makes a desk 
name sign of 14%” x 742” x %” laminated 
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@ INVITATION TO 


Mam L Wea ch 


Office Equipment Suppliers 
are invited to 
Exhibit at the 38th Annual Convention 


of the 


NATIONAL ASSOCIATION 
OF EDUCATIONAL BUYERS 


Fontainebleau Hotel, 
Miami Beach, May |1-13 


For details write: 


Bert C. Ahrens, Executive Secretary 
National Association of Educational Buyers 
1461 Franklin Ave., Garden City, New York 





For More Information Circle No. 316 


* CUSTOM FORMS 


e@ Continuous Checks 
@ Full Body Imprints 


@ Headings & Vertical Rules 
e@ Crash Imprinting 

@ Continuous Offset Mats 

@ Silver Outs & Overprinting 


Representatives in Principal Cities 


CONTINUOUS FORMS, | inc. 


TEmple 1-9080 — 4490 Cass, Detroit, Mich 


For More Information Circle No. 317 
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Here’s the New, 
Modern Way 
to Make 


Carbon Copies! 


1, Pick up the Sea Foam Bond 
CARBONSETS you need. 


2. Place your letterhead on top 


and slip into typewriter. 


3, Snap out carbons and copies 
are ready for routing. 


SIMPLE * FAST ¢ CLEAN 
Always specify CARBONSETS 
by name, the only set using 
famous Sea Foam Bond. Write 
on company letterhead for 
sample kit. 


Write Dept. 0-259 
BROWNVILLE PAPER COMPANY 
BROWNVILLE, N. Y. 


For More Information Circle No. 279 
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| bakelite. The permanently engraved let- 


tered panel inserts in a slotted, crystal clear 
Plexiglas base. Available with black, gray, 
green, red, walnut or mahogany panels 
with white engraved lettering at $2.50 
each. Six or more are $2 each. This is one 


| of a complete line of desk and wall name 


plates in various designs of formed plastic, 


| gold-filled engraved lettering, and base and 


color variations. For a 20-page illustrated 

catalog showing all types of signs and 
nameplates, Circle No. 113. 
FILING AID 

Dowell-Tuggle Co., Box 6202, Nash- 


| ville 12, Tenn., makes the Tilt-A-Filer 


which is inserted in front of the follower 
block in a file drawer. This keeps index 
tabs visible and tilted towards the rear of 
the drawer. It prevents folders slipping 
down in the drawers and maintains a V- 
shape working space. The natural motion 


of the drawer automatically keeps the filed 
contents neat without jogging or rearrang- 
ing. The Tilt-A-Filer takes up no additional 
space in the drawer and fits all standard 
files with straight follower blocks. Four 
Tilt-A-Filers for a four-drawer file cabinet 
are $3 postpaid, with discounts for quan- 
tities. Tilt-A-Filers can be removed when 
files are transferred: to storage and reused 
in active ‘files. For More Information 
Circle No. 102. 
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WE'LL DO YOUR 
EXTRA 

OFFICE WORK 
QUICKLY and 
ECONOMICALLY! 


Call 


MANPOWER, INC. 
for 


TYPING, STENOGRAPHIC WORK, . 
OFFICE MACHINE WORK, FILING, 
GENERAL OFFICE WORK 


Our trained employees will help you 
with Special Jobs, during Emergencies, 
or whenever your workload 

increases temporarily. 

We pay all salaries, taxes and 
insurance ., . keep all payroll records. 
We'll work in your office or in 

ours as long as you need us. 


Call your local Manpower, Inc. office 
“listed in your phonebook. 


faat-Val elo). 4-) ele 


Over 150 offices in U.S. Canada, and Europe 


Manpower, Inc. 
820 N. Plankinton Ave., Milwaukee, Wis 


FREE 


Helpful Booklet for 


Please send me FREE: 
Office Managers 


“100 Ways to Improve Efficiency — Save Money 
in Your Office’ 


Name 


Title 


MAIL 
THIS 


COUPON . Address 
rise City Zone 


Firm 


\ “af a 
‘ 


a 





For More Information Circle No, 351 
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"OFFICE RIVER” 
cially designed 
punting, b@E 

and gen 
e use. ' 
k models 
cap and c 


ink colo! 
- ‘ra Greé 


lum line pen 
each 
fine line 
39¢ each 
e dozen 
DOX. 


PEN #87 

only 

25¢ 

each 
Btton 
Bnism 
brilliant 

rrel colg 


Refills 


hs 


For More Information Circle Ne. 309 
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DESK WASTEBASKET 


Prine Co., 734 15th St., N.W., Washing- 
ton 5, D. C., offers the Desk Back-Basket 
for use in desks without back panels or by 
removing the back panel. Made in two 
sizes to fit all single and double pedestal 
desks with knee spaces from 19” to 282” 
wide. The Back-Basket saves floorspace 


and janitorial cleaning time. It also elimi- 
nates the hazard of tripping over waste- 
baskets, and their contact with women 
worker's ‘nylons. The Desk-Basket is ac- 
cessible from both the front and rear of 
the desk so that one unit can be used by 
two workers. For More Information Circle 
No. 126. 


PAPER PACKAGING 
Eastern Fine Paper & Pulp Div., Stand- 


| ard Packaging Corp., Bangor, Me., has 


hit So chaple 


| developed a packaging method whereby 


cut size reams of paper can be easily and 
conveniently opened. This E-Z Start Ream 
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... the full cost of this heavy-duty electric duplicator in less 
than one year— say many offices, schools, banks, churches 


REX-ROTARY D-280 offers you true printing press fidelity; 100% accurate registration 
for fill-ins and multi-colors; full tone control of inking; rapid color changes. And all 
with absolute cleanliness! No experience or skill required, yet it turns out profes- 
sional printing every time — at substantial savings which quickly pay for the machine. 
Exclusive, new feature! At the touch of a lever small stencils print without masking. 


ELECTRO-REX has revolutionized stencil making. 
Just insert type proofs, printed matter, clippings, 
drawings or pictures. While the drum rotates, every 
detail is faithfully transferred — electronically! The 
only ability required to produce a perfect stencil or 
offset plate is the ability to press a lever! ,; 


orfredennstain fre Xx “ROTARY 


Rex-Rotary Distributing Corporation +» 387 Fourth Avenue, New York 16, N. Y. » MU 4-5405 
Please contact me regarding a free demonstration of () Rex-Rotary D-280 ( Electro-Rex 








Name sir a ae 








Address 
LL. 


For More Information Circle No. 210 
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Count on ~ | Model 5111 


Ten Key 


Tamme Nit-lah + ow 


Recall Key 














For accuracy... efficiency lave m-th fe) t(-t-t-¥me) 0l-1¢-) (e]4 mpm 201 or 1) 
always count on an R.C. Allen adding machine. 

This has been proven in practice in thousands of business offices 
over the past 20-years. Whatever your adding machine needs may be, 
olal =e] @uaale)a-M0) Mi, om OPM .\(-10Me-w-m Mmaalolel-1(-mmar-laleh-telaal-1)'m-lalemavl-4-4-16i hm ellie 
will fit those needs. Remember: If it's an R. C. Allen... you can count 
on it...in 10-key and full keyboard, manual or electric models. 

Let an expert help answer your needs. Call your local R. C. Allen dealer 
i Color hvmn ie) am- mel -laslelat-tae-h lela Mm dat-h am 71|me-lole mm comme) siler-Im-) ai lel(-1alen 


R.C.Allen Business Machines, Inc. 


668 FRONT AVE.. N. W., GRAND RAPIDS, MICH. 


Adding Machines « Bookkeeping Machines « Cash Registers ¢ Typewriter . ['eaoe | 
7 and Files © 


safe e Carbon Paper and Ribbon e Precision Aircraft Instrument & 


a 


For More Information Circle No. 191 
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Opener feature has received unanimous ac- 
claim from Eastern’s merchant distribu- 


tors. An attractive four-color brochure | 


illustrating the new development is in- 


cluded in all junior cartons shipped by | 
Eastern. For More Information Circle No. | 


132. 


TELEPHONE BOOK INDEX 


Bernay Products Co., 412 S. Wells St., 
Chicago 7, Ill., makes Tele-Tabs, alpha- 
betical index tabs for telephone books, 
dictionaries, catalogs, albums, etc. Acetate 


tabs have easy-to-read letters on both sides, 
and are easy to apply with their self- 
adhesive. A set of 25 Tele-Tabs retails at 
$1. Packed one dozen sets in self-selling 
display box. For More Information Circle 
No. 128. 


POCKET DRAWING KIT 


Alvin & Co., Windsor, Conn., announces 
an all new basic Drawing. Kit containing 


a 6” bow compass and 51%” friction divid- | 


er, sturdily constructed with polished 
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STORE’EM 


PRONTO 


on oe 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER ye CHECK 
SIZE SIZE 


Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


PRONTO FILE CORPORATION 
415 Madison Avenue, New York 17, N. Y. 


| 

| 

| (] Please send me your latest Pronto catalog 
() Have your representative call for demonstration. 
l 
| 
| 
! 


Zone State 


GannEnensENEEEenEO 
For More Information Circle No. 280 





nickel finishes. Both instruments, and spare 
parts tube with an extra divider needle, 
come in a vinyl plastic 6%” x 3%” case, 
with black satin finish, fitted with pocket 
flap. All-around double stitching assures 
added protection against wear. Convenient 
pocket in rear of case provides storage for 
cards, pencils, pocket scales and rules. The 
Alvin Pocket Drawing Kit No. 608K is 
$3.95. For More Information Circle No. 
153. 


MACHINE PADS 


Raymond Packer Co., 1694 Main St., 
Springfield 3, Mass., offers a complete line 
of patented pads in nine different sizes, to 
prevent sliding, bouncing and creeping of 
all office machines, increase typewriter life 
by reducing typewriter platen shaking and 
protect desk and table tops. Pads, with 
attractive two-tone green and metal bind- 
ing, are constructed of durable hardboard. 
Multi-preen bottom prevents movement of 
pad while moss rubber top keeps machines 
stationary. Rear legs are raised to absorb 
the extra weight in the rear of most ma- 


IF YOU USE 


YOU'LL SMASH COSTS WITH THIS Q\~ 


aM NEVER MISSES ©) 


=] 


CHESHIRE 


Labeling 
Equipment 


A), TIME-SAVER 


») + LABELS ALL TYPES AND SIZES 


Ss e 
; OF MAIL ACCURATELY, NEATLY, SW ECONOMICALLY 


chines. Rear legs of adding machine and 
calculator pads are filled with artificial silk 
flakes to permit easy positioning of ma- 


chines. Pads range in price from $2 to 
$5.50 retail. For More Information Circle 
No. 127. 


be) e) -4 ae 


Fully automatic 
label application 
up to 12,000 per hr. 
Post card size 
to 1.1" x 1414" 


Models start at $3000. Also 
models for magazines, heavy 


publications, newspapers 


INVESTIGATE TODAY! 


NO OBLIGATION! 


CHESHIRE Inc. 


1644 North Honore Street « Chicago 22, lilinois 
For More Information Circle No. 271 
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FARMERS INSURANCE EXCHANGE 


FARMERS 


John C. Tyler, Chairman, and Thomas E. Leavey, President, Farmers Insurance Group, the largest 
automobile casualty insurance company west of Chicago, and a Moore customer for over 20 years. 


“Moore forms help us keep on top of our premium billing“ 


CONTROL GIVES FARMERS INSURANCE EFFICIENT PAPERWORK SYSTEMS 


The Farmers Insurance Group sends out 
an average of 16,000 premium notices 
every day. The job is simplified and 
speeded by a new automated system which 
has saved 22,400 man-hours a year. Now 
the company’s billing is handled in one 
office instead of several. Records are cen- 
tralized. Auditing is easier and faster. 
All notices are mailed on schedule. 


At the heart of the system is the pre- 
mium notice form, especially designed for 
use with a data processing machine. In- 
formation stored in punched cards and 
transferred to tape is printed automati- 
cally on the notice blank. The name and 
address of the insured, policy number. 
amount, due date and many other vari- 


Build control with 


ables are included. More than 1800 forms 
are processed in an hour; each one pro- 
vides the notice, reminder notices and office 
copies simultaneously, free of transcrib- 
ing errors. The form is a five-part Moore 
Speediflo—the company’s contro! in print. 


The Moore man helped design this 
Automated Data Processing System 
(ADP) and the forms scientifically tai- 
lored to it. For detailed information on 
similar systems for control, write the 
Moore office nearest you. 


Moore BusiINess ForMs, INC., Niagara Falls, N.Y., 
Denton, Tex.; Emeryville, Calif. 
Over 300 offices and factories oor , 
throughout the U.S., Canada, Mex 

ico, Caribbean and Central America R 


MOORE BUSINESS FORMS 


For More Information Circle No. 193 
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PAPER CUTTER 


Michael Lith Sales Corp., 145 West 45th 
St., New York 36, N. Y., announces the 
Michael-Miracle Power Paper Cutter with 
a motor that runs only when the actual 
cut is made. The Michael-Miracle, size 
22%”, has many features for office cutting 





Stevenson 
O forms u 
O tems creators, 

to coast, by outstanding Bu 
O dealers and systems analysts. 


O Write for name of your nearest 
representative. 





STEVENSON & SMITH, INC. 


l acktawanna P Ice 


BLOOMFIELD,.NEW JERSEY 





For More Information Circle No. 289 


Tl 0) | operations: 30 strokes per minute, auto- 
| matic return of knife after each cut, com- 
TO 4} | bination 2 hp motor and electro-magnet 


brake and, for maximum safety, two- 
DEVICES handed electric jam-proof push-button 
ON MARKING operation plus two non-repeat devices with 
| two safety lights. Standard equipment is 
Buy Direct from Manufacturer one table light, one extra blade, three cut-_ 
ting sticks, steel tape, tape magnifier and 
eRubber Stamps e Self-Inkers a tool set. For More Information Circle 
e Steel Stamps e Stencils No. 110. 
e Special Band Stamps 
e industrial Inks e¢Daters ADDING MACHINE 
ae Lightning Adding Machine Sales Co., 
° Marking Stamps 2306 W. Slauson Ave., Los Angeles 43, 
e Bakelite Signs § eNumberers 
e Hand Printing Press 
e Inter-changeable Rubber Type 
e Engraved Deep-Kut Stamps 
e Electric Time Stamps 


Shipped on Day of Receipt of Order 
invoiced Monthly ¢ Catalag on Request 
NO STATIONERS OR DEALERS, PLEASE! 
Calif., makes the Lightning Portable Add- 
KRENGEL MFG. CO., INC. ing and Subtracting Machine which retails 
227 Fulton at. Wew¥erk my, Tel. COvtiand 7 57:14 for $14.95. It is operated by a stylus and 
For More Information Circle No. 288 
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BEVCO-Tubular Steel Costumers 


mirror-like gleaming Chrome or Lacquer finishes 


New BEVCO “Row of Hooks” 


Attaches on standard 16” centers. 
Use individually or as an accessory 
to BEVCO Wall Racks as illustrated. 
Available in 2 — 6 foot lengths 
@ $1.25 per foot 


hooks spaced 514” apart. 


BEVCO—Coat and Hat Racks 


store more garments in less space 
accommodate 4-6 persons per foot 
Wall models 2-3-4-5-6 foot lengths 


New Tubular Steel DeLuxe Hangers Floor models 3-4-5-6 foot lengths 

Chrome or never tarnish Brass color. available in Single, Double and Triple shelves 
Designed to give wrinkie free sup- 
port to coat collars and shoulders. 











immediate Delivery 











Ventilated Cu orl 


* More Comfort °¢ Longer Wear’ «+ Lower Cost 


6 adjustments 
spring action Upholstery is 
back control guaranteed 5 yrs. 


Seng controls 
with nylon 
thrust bearings. 


Casters are 2" 
hooded, double row 
oilless ball bearing 
with removable pin. 


(oe 
Gg See your Dealer 
PS-33A or write direct 


Posture Chair 


ES45A 


Executive Swivel 
available in 2 sizes 


For More Information Circle No. 353 


Be I \( ‘( } PRECISION MANUFACTURING COMPANY 
4 4 831 Chicago Avenue, Evanston, Illinots 





“mem | numbers to be entered are dialed as in 
| telephoning. Machine adds and subtracts 
_ directly with totals to 99,999.99. Accumu- 
| lative total (or difference) is immediately 
visible as figures are entered. All dials are 
| cleared with a one-stroke clearance lever. 
The machine is precision made with all 
metal working parts and guaranteed a 
| year. Plastic base holds it at the correct 
angle on desk for easy visibility and opera- 
| tion. It can be removed from base and 
easily carried in a brief case. For illus- 
| trated literature showing machine actual 
size in full colors, Circle No. 141. 


LETTERING INSTRUMENT 


Keuffel & Esser Co., Adams & 3rd Sts., 
Hoboken, N. J., announces a Leroy Scriber 
CUT CLERICAL COSTS | that can be adjusted to form template 


eoe WITH characters of varying heights and slant 


| angles without changing character width. 

SORTKWIK This addition to the regular Leroy Scriber 

| line can form characters either vertical or 

The non-allergenic fingertip preparation | slanting at any angle up to 45° forward, 

Eliminates irritating rubber fingers... and any height from 60% to 150% of the 
messy, unsanitary sponges 


Easy to use — just apply to fingertips 
for greaseless, stainless, tacky film. 
Pick up papers easily, quickly. 


Non-drying—contains no drying 
alcohol. 

Non-allergenic— Recommended by 
dermatologists. 


Long-lasting — attracts moisture to 
fingers, making one application long 
lasting. 


Widely used—Thousands of businesses 
speed up sorting, counting, filing, 
posting with SORTKWIK. 


Your Stationer has SORTKWIK or 
will stock it for you. Only 50c each. 
r=—= MAIL COUPON FOR TRIAL OFFER ~~ 


LEE PRODUCTS COMPANY 
Dept. 0-2, 2736 Lyndale Ave. So. 
Minneapotis 8, Minnesota 


Rogersnap Carbon Second Sheets in the 
NEW *FLIP OUT DISPENSER BOX 


Enclosed is $1.00 for two regular size con- 


A f SORTKWIK for trial eliminate all waste motion in making 
tainers 0 : 


1 

| 

| 

l | letter copies faster, cleaner. More than 
| pay for themselves in time saved. Write 
| for Time Analysis and Sample Kit. 

I 

| 

a 


ROGERSNAP 


BUSINESS FORMS 
es __ State P.O. BOX 10425 DALLAS 7, TEXAS 


Lo ae SEED GED GED GHD GHEE HED GHED GUD GHD GED GUND GOED GED GUND GEED GED * Registered 


For More Information Circle No. 290 For More Information Circle No. 291 


Name 





Company 
Address 
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831 Chicago Avenue, Evanston, Illinois 


"| tried 
them all... 


the NEW Thomas 


Collator is years ahead!” 


This may sound melodramatic, but girls do get 
carried away over the New Thomas Collator. 
The modern functional design looks well 
anywhere. it’s been designed for the operator 
to handle collating in the fastest and easiest 
way possible. No more mad scrambles and 
hectic last minute deadlines. The Thomas 
Collator turns a time consuming and irritating 
chore into a pleasant and efficient job. 


One more thing, don’t be misled by gadgets 
or trick names; make your own comparison 
and you'll know why more people buy Thomas 
Collators than all other makes combined. 


Thomas Gollators Ine. 


Dept. B, 50 Church Street, New York, New York 


For More Information Circle No, 211 
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size of the figures on the drawing template 
used. Height-slant adjustment is simple: 
just loosen large center knob and move 
arm so that small red circle on arm lies 
directly under intersection of the degree 


RECORDER- 
TOTALIZER 


io 


measures and records |  ___ es 
machine utilization slope and per cent height desired. Re- 


tighen the knob and letter. The Leroy 
Is your expensive machinery or Height and Slant Control Scriber takes 
: oe equipment fully utilized? pens from —0000 to —8. It can be used 
a =| “TR-T” gives you the answer! with Leroy Lettering Templates up to size 
a pe | —500C. For More Information Circle No. 
be a“ —TR-T records on-off time of any 
‘fa 0 : . . . 124. 
4 =| machine to which it is electrically 
© \° connected. Stylus marks (on a con- 
jo tinuous, time-printed tape) exactly BOOK PHOTOCOPIER 
when that machine started, how long 
it ran, when it stopped. 


ore © ~ 





omer me reer 





Permarapid, Inc., 320 Broadway, New 
York 7, N. Y., introduces its Dokuphot 
Actual productive time is totalled © jine of photocopying machines. The first 
on a direct-reading register. 
Access window enables employee 
to note on tape reason for down- 
time. Tapes run continuously for four 
months. Stylus uses no ink. 


TR-T tells you when anything hap- 
pened, how long it lasted. 


TR-T data-on-tape is an accurate 
basis for cost analysis in plant or of- 
fice. Ideal for time study, production 
comparison, pinpointing bottlenecks, 
jw — preventive maintenance and hundreds 
== © — of other applications. 


Price of standard model is $65. For 
lo details, write for Brochure or-z. 


=|- 4 
—4 





©. 0 0 0,0 0 0 0 0 Og0 0 OOD 


AK 892 


Pio 


wwrren ote 


: a) 


— | 





i. ee 


©,0° 0 0 8S O20 0 0 0 0 0 


1 model on the U. S. market is the Dokuphot 

Book-Copier. By simply placing the whole 
‘7 standard book into the machine, one touch of the 
lc lever copies the entire page. It also can be 
o INSTRUMENT CORPORATION used for single sheet feeding and offset 
pu” _657 BROADWAY, NEW YORK 12, N. Y. platemaking. The Dokuphot Book-Copier 
For More Information Circle No. 294 


~—er- ) 








ee 
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Ever Need 


$5002° 
When Traveling? 


If you are a corporation executive who travels on business— 
you have probably faced this situation .. . You need $500.00 
—and quick. But the check from headquarters has not reached 
you yet. Costly telegrams are exchanged, and you have to wait 
in a far away place until funds arrive. 

This delay and inconvenience could have been avoided. You 
could, with the stroke of a pen, have cashed a Travelorder® 
draft up to $500.00—if you held a Traveletter® Authorization. 

Traveletter is the only service that has a guaranteed accept- 
ance by hotels, motels and Trans World Airlines throughout 
the world. Traveletter is not to be confused with ordinary 
credit cards. Traveletter does not involve delayed billings or 
charges which so often mean headaches for the home office. It 
is a cash credential for corporate executive travelers, and is 
accepted everywhere. And no other credit card or service now in 
existence will allow you to draw this comparable limit of $500. 

Traveletter has been used for years by many of America’s 
leading companies, including American Cyanamid Co., United 
Aircraft Corporation, Western Electric Co., A. B. Dick Co., and 
many others. 


If you feel such a credit facility will be of benefit to you in 
your future travels, may we suggest that you have your con- 
troller or treasurer investigate the Traveletter Service at once. 
We will be glad to send a brochure giving further details and 
costs and the free guide listing 4500 hotels and motels honoring 
Traveletter. 


®) 
Traveletter—Reg. U.S. Pat. Off. ‘ 
Travelorder—Reg. U.S Pat Off. Vd V e é é i 
Established 1894 


GUARANTEED ACCEPTANCE BY HOTELS ACROSS THE NATION 


Contact Edgar A. Walz 
TRAVELETTER CORPORATION e GREENWICH 3, CONNECTICUT 


For More Information Circle No. 252 
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LAGOMARSINO 


LAGOMARSINO F. A. I. 
VIALE UMBRIA, 36 
MILANO - ITALY 


- 10 Key electric 
printing adding machine 
with automatic 

push button multiply. 


- Tape presentation 
shows only three factor 


proof in logical 
and mathematical order. 


U.S.A. distributors: Check Writer Co., 
565 Broadway, New York 12, N. Y: 
Grobark & Co., 159 N. Dearborn St., 
Chicago |, Ill. — Wholesale Business 
Machines, 7525 Beverly Blvd., Los An- 
geles 36, Calif—Adding Machines Dis-, 
tributing Co., 2223 Caroline St., Houston 
2, Texas—Wholesale Office Machines Co., 
2000 North Lamar St., Dallas 2, Texas. 


CANADA distributor: Nauta Bros., 3615 
Danforth Avenue, Toronto, 


For More Information Circle No. 212 





copies anything the eye can see, printed on 
one or two sides, opaque or translucent 
paper, in any color. It operates in any 
office light and has a lifetime guarantee. 
All copies are permanent and legally ac- 
ceptable. There are several other models to 
choose from, priced from $159. Dealer 
inquiries are welcomed. For More Infor- 
mation Circle No. 103. 


CARBON PAPER 


Robert F. de Castro, 233 Chartres St., 
New Orleans 16, La., are U. S. distributors 
of Geha Duplex Carbon Paper for manual 
and electric typewriters. This is “double 
inked,” and has an inner coating of plastic 
which prevents the ink from penetrating 
into the base paper stock. The pores of 
the paper are sealed for even distribution 
of ink over entire writing surface. As the 
carbon is used, ink is delivered in thin, 
even layers for clean, sharp copies from 
the start. The surface is smooth and hard, 
and ink comes off only when typing. Geha 
Duplex will not curl, or slip in the ma- 


chine. Packaged in glassine folders in four- 
color boxes, wrapped in moisture-proof 
cellophane with 100 sheets 84%” x 11%” 


or 842” x 14%” in black, one weight, one 
finish. For More Information Circle No. 
147. 


Hhe measy Solabian dishibulrr 


For More Information Circle No, 212 
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ITS VISIBLE 


Model 41 — 
3 Movement 


WRITE FOR 
DETAILS 


Numbering 


654321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
105 W. MADISON ST., CHICAGO 2, ILL 








BRANCH 


For More Information Circle No, 292 


It just SNAPS apart 


LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 


For More Information Circle No. 293 
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ADDRESSING MACHINE 

Duplicard Addressing Machine Co., 
1010 E. Chestnut St., Santa Ana, Calif., 
makes the Duplicard Addressing Machine 
Model E-22 which can be adapted to han- 
dle tabulating cards, in addition to the 
regular processed 3” x 5” MDuplicard 
masters. The 22” envelope hopper enables 


this machine to handle any width mailing 
piece in common use from 3” up, and 
lengths from 5” to 14” or 15”. The ma- 
chine can be loaded with up to 150 tabu- 
lating card spirit masters in the card hop- 
per, thus enabling the operator to run the 
machine almost continuously at about 
5400 pieces per hour. For More Informa- 
tion Circle No. 152. 


BALLPEN WITH ERASER 
Reliance Pen & Pencil Corp., 22 South 
6th Ave., Mount Vernon, N. Y., makes 
the Quillette Desk Pen No. 120 with an 





Ri te ee mm 





aD 


saniorecosogss 





| eraser which removes ballpen ink cleanly 


and easily. The cartridge, made with cor- 


' rosion-proof brass and Free Flow stainless 
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No other office machine does so many jobs so easily...for so little! 


Billing, accounting, addressing, commu- 
nications...the ‘““Thermo-Fax’’ Copying 
Machine speeds work, cuts costs, in over 
100 different applications. It’s completely 
electric, completely clean. It makes dry 
copies in just 4 seconds. 


Miienesora Minine — 


These are reasons why businessmen buy 
and prefer ‘““Thermo-Fax’”’ Copying Ma- 
chines—proved in recent surveys made 
by leading business publications. To learn 
how this versatile machine can help you, 
phone your dealer or mail coupon. 


Maanuracrurine COMPANY 


+» WHERE RESEARCH IS THE KEY TO TOMORROW 


dThermo-fax ieee. 
“T- COPYING PRODUC IS .) 


ih al Name 

Company 
Address___ 
City 


THE TERMS “THERMO-FAX" AND 
“SECRETARY ARE REGISTERED 
TRADEMARKS OF MINNESOTA 
MINING AND MANUFACTURING 
COMPANY 


eeeereeeeeeeee 


For More Information Circle No. 
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MINNESOTA MINING AND MANUFACTURING COMPANY 
Dept. ES-29, St. Paul 6, Minn. 


eevee eeeeee eee eee eeeeeeeeeeeeeeeeeeee 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


FOR 
NEGATIVES e OFFSET PLATES 
STENCILS « SKETCHES © ARTWORK 
MASTERS ¢ X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 


20!/," wide, 52" high, 28" deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


wd madel at = sent Multigraph Agencies 


Write for Complete Catalog 


ATLAS Sem: 


STENCIL FILES CORP. 


16716 Westfield Ave ¢ Cleveland 10, Ohio 


For More Information Circle No. 278 
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| steel ball, is 5% 
| month ink supply. The Quillette is avail- 





” long and contains a six- 


able with standard or extra thin writing 
points, in four colors: blue, red, black and 
green. Also available are the same colors 
of reproducing (photocopy) ink. Barrel 
colors match the ink for easy identifica- 
tion. The pen has an extended needle-nose 
point that is instant starting. Designed for 


| office and industrial use, it is always ready 
| to write without any pushing, jamming or 


clicking. Packed one dozen per box, 2 
gross per carton. Also in bright plastic 
counter displays (with point protector and 
pocket clip), four dozen pens per unit. Re- 
tail prices are: standard point, 39c each; 
extra thin point and photocopy ink, 49c 
each. For More Information Crcle No. 
157. 


QUIET CLEANING EQUIPMENT 


White Mop Wringer Co., Fultonville, 
N. Y., offers rubber-footed mopping 
buckets with friction bails and rubber in- 
sulators on handles. The buckets, available 





| in 16 qt. through 50 qt. sizes, can be 


matched with their Silent Line sound- 
proofed mopping trucks. Silence is achieved 
through cushion rubber casters, and rubber 
insulators at all contact points on the truck. 
Designed for use where silence is essential, 


THe Orrice—February, 1959 








“Right Arm’’ 
of Top 
Salesmen 


Stetco 


“FLAT-TOP” 


CATALOG and 
SALES CASE 


Vubide 


LOOKS like leather FEELS like leather... 


OUTWEARS leather 5to1... 


UNCONDITIONALLY Guaranteed 5 years! 


Another sure way to beat the profit squeeze... you get maximum 
capacity at a minimum cost in this Stebco TUFIDE “Flat-Top” 
Catalog and Sales Case. You get modern box type construction and 
two expanding pockets, for full view and easy access to contents. 
Built to last ‘til 1970 or longer... thanks to Stebco's patented fea- 
tures, such as Safe-T-Edge guaranteed not to break; holds case in 
perfect shape. See and compare the TUFIDE ‘‘Flat-Top” Catalog 
and Sales Case at Office Supply, Luggage and Department Stores. 
Also custom built with inside changes to meet your 
special needs. Write for details and new '59 Catalog. 
Stein Bros. Mfg. Co. 1401 W. Jackson Bivd., Chicago 7, Ill. 

Since 1918 


For More Information Circle No, 249 





this floor cleaning equipment is ideal for 
buildings where cleaning must be done 
during building occupancy. For More In- 
formation Circle No. 118. 


PHOTOCOPY -DUPLICATOR 
CABINET 


Mim-E-O Stencil Files Co., 2027 W. 
North Ave., Chicago 47, Ili., makes the 
Model 24VC metal cabinet, sized to fit all 
types of photocopy and duplicating ma- 
chines, with convenient table-top working 
area alongside the equipment. The sturdy 
unit has two shelves within the cabinet 
for supplies of paper, gallon jugs of 
duplicator fluid and accessories. The 24” 
work-top area allows ample space ahead of 
the duplicator for work being processed, 
as well as for a photocopy paper dispenser. 
Comfortable working height is easily ad- 
justed from 2842” to 30”. Adjustable legs 
also permit leveling on uneven floors. 
Heavy gauge steel welded construction 
keeps the cabinet rigid, steady and vibra- 
tion-free, under machines of any weight. 


Upper storage space in the 20” x 20” base 
is 73%4” high, lower shelf is 15” high, with 
inside area 184%” x 19”. Rounded corners 
protect operator and enhance the design. 

LOOT em 


% 


> 


Cabinet 1s available in hammerloid gray, 
frost green or light gray. Casters are avail- 
able as optional equipment. For More In- 
formation Circle No. 136. 





CLEAN HANDS + CLEAN WORK + CLEAN DESK 


KEE 


Write 
for 
FREE 
Carbon 
samples 





KEE ox MANUFACTURING COMPANY, Dept. 0-29, Rochester 1, New York 


CARBON PAPERS AND INKE 


Sold through KEE-LOX branches and selected independent stationers 


with 


OX. 


CARBON PAPER 
in the exclusive ECONOMIZER BOX 


GRIP-N-PULL 


Typists enjoy working with Grip-N-Pull because it’s 
so clean and easy to handle. And they really appreci- 
ate the fact that Kee Lox Grip-N-Pull carbon warns 
them that the last typing lines are coming up! The 
patented Economizer Box automatically aligns carbon 
and copy paper. It also provides automatic rotation, 
which means evenness of wear, uniformity of copy and 
longer wear. 


All carbons are removed quickly in one clean 


operation, using uncoated edge 


Lower right of uncoated edge is die cut to tell 


how much space is left at hottom of sheet 


RIBBONS 








For More Information Circle No. 281 
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Victor’s new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


bit iia al js 
CS Lite ae g 


Be 


flick Up to Multiply Center to Add, Subtract 


VICTOR ‘ric; CALCULATOR 


Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key —enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable ! 
A printed tape, with a true symbol, identifies °V7.— > ~~—~-?%.-~~--~—= 
Senses entered and operation performed. See pvandong @,ilinols oe 
the unique Victor Calculator today. Con- Send me complete new brochure on Victor 
venient terms. See ‘“‘V’’ for Victor in the Automatic Calculator. 
adding machine section of the Yellow Pages. elit Bic nideeniatuiane 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Name—— 
Victor-McCaskey, Ltd., Galt, Ontario ‘a 
Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 


For More Information Circle No. 216 


THe Orrice—February, 1959 





NO OTHER — 

PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


“Them ponypln” 


the cspaneining Paper Cutter 


SIZES: 
14” and 18” 


44 MICHAEL 
(20 Va" "move 


FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops, 
advertising agencies, schools and colleges. 


Order from your dealer or 
MICHAEL LITH Sales corp. 
145 West 45th Street, New York 36, N.Y. 
© Dealer: Write For Profitable Sales Pian. 
For More Information Circle No. 282 


4 


MANUFACTURERS OF DURALUMINUM 


HOLDERS o.oo 


MANY 
STYLES 


MG. CO., INC. 


P. O. BOX 243 


For More Information Circle No. 283 
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MARKING MACHINE 


Ajax Business Machines, Inc., 112 Mag- 
nolia Ave., Westbury, N. Y., announces 
the Model Q Ajax Electric Quick-Set de- 
signed for the rapid change of numbers, 
letters, etc., from one combination to an 
entirely different one. The machine is ex- 


tremely reliable and positive in action. 
Can be supplied with fixed die plates, word 
cylinder and interchangeable slides. Wheels 
are engraved to specification. Locating 
guides and special platforms for proper 
registration on all kinds types of business 
forms can be furnished. For More Infor- 
mation Circle No. 133. 


MACHINE AIR-CLEANER 
DeVilbiss Co., Toledo 1, Ohio, makes 


| the Tuffy portable air compressor and gun 
| specifically designed for cleaning office 
| machines. Compact and easily handled, the 


air compressor delivers 40 Ibs. of continu- 
ous pressure, sufficient to blow out all 
types of accumulated dirt, paper shavings, 


| etc., without harming mechanisms of ma- 
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develop at once... or weeks 
later at home or office 


use flat to copy 


Sek denusbadde feather light . . . take it anywhere 














CONTOURA 


P OR;RT}T$TA BL E write for complete . 


illustrated folder j 
MADE AND GUARANTEED BY F. G. LUDWIG, INC., OLD SAYBROOK, CONNECTICUT 
For More Information Circle No, 234 
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Prove it to yourself!!! 


Duplisette 


READY-MADE \\’« 


SECOND-SHEET & 
CARBON SETS 


for all typewritten carbon copies 


— quick, clean, easy! Act 
on this free sample offer 
—once you've used time- 
and-money-saving Dupli- 
settes you'll never go 
back to the old-fashioned 
loose carbon method! 
Size 8% x 11 in white, 
canary, pink, blue & 
green. 


Send for FREE 
SAMPLES—today! 
DISTRIBUTORSHIPS AVAILABLE 
CARTERET PRINTING COMPANY 


460 CANAL ST., NEW YORK 13, N Y.* WOrth 6-1454 


For More Information Circle No. 298 











EVER-SAFE Portable 


Insulated LEDGER FILE 


No heavy lifting 
“a ~—soof filled trays. 








0 a 


FIRE PROTECTION at point of use. 
Over-all height 28!/,"", width 22%", depth 
31". Inside Drawer width 18!/."", height 13!/,"', 
depth 27". 

Write for complete Information and prices 


MIDWESTERN MANUFACTURING CORP. 
indianapolis 4, Indiana 








For More Information Circle No. 299 


chines. Modest in price, it performs clean- 
ing operations in a fraction of the time. 
The compressor is directly connected to a 
standard 1/3 hp motor, eliminating belts 
and pulleys. There is no power loss. The 
unit operates from any electric light outlet 
and is manufactured to rigid specifications. 
All main compressor bearings are ball 
type, permanently lubricated and sealed. 
Valves are of stainless steel, and there is 
a positive type air intake. Entire unit is 
mounted on a pressed steel base with rub- 
ber-padded feet. For More Information 


| Circle No. 158. 


MASSAGE-HEAT CHAIR 
Niagara Mfg. Corp., Adamsville, Pa., 


makes office chairs with a cyclo-massage 


motor and a thermo element. The cycloid 
action (vertical, horizontal and circular), 


penetrates bones and muscles widely, deep- 
ly and gently. A control panel, regulating 
heat and massage, is built into the base of 
the chair. Before an important conference, 
the businessman can take a 15-minute 
break to relax without leaving his desk. If 
fatigued, the executive turns the control 
regulator on high to receive a brisk, stimu- 
lating massage, with the added comfort of 
heat. If he is taut and overstimulated, the 
dial, turned on low, starts a gentle action 
which calms and soothes. Chairs are avail- 
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9 Seconds. 

Operator 
presents copies 
for distribution 


3 Seconds. Accountant enters last item on 
worksheet, printed on ordinary translucent 
paper, and gives it to the operator of the 
Bruning Copyfiex copying machine. The report 
can be a first issue or a re-issue of almost any 
type of accounting report! 

48 Seconds. Operator places translucent 
worksheet on sensitized Copyfiex paper and 
feeds into the copying machine. She gets a 
sharp, black-on-white copy (or color-tinted if 
desired) —in seconds. She repeats the opera- 
tion to obtain additional copies. 

9 Seconds. Operator presents four copies of 
report to accountant for distribution. And 
that’s it! No retyping of repetitive data. No 
copying errors. Each Copyflex copy looks like 
an original. Each copy costs less than a penny 
for materials. 

Over any other copying method, you save 
more time and work, by the minute, with 
Copyflex! Machines are clean, quiet, odorless 

. offer copying widths up to 54 and are priced 
as low as $555 for the table top model. Lease- 
Purchase Plan available, 


3 Seconds. 
Accountant 
enters last 
item on 
worksheet, 


48 Seconds. 
Operator makes 
Copyflex copies 
of worksheet. 





Low-Cost Diazo Copying at Its Best... (} pytlex 
The Bruning Mon is your expert on paperwork 


He's backed by a company with over 60 years 





experience as researcher, manufacturer, and 
supplier. He's located in principal U. 8. Cities 





Charies Bruning Company, inc., Dep: 2-K 
1800 Central Road, Mount Prospect, }.:. 
Offices in Principal U.S. Cities 

in Canada: 105 Church St., Toronto 1, Ont 


Please send me my free copy of the 16-page booklet 
“Shortcuts to Accounting.” 

Nome Title 

Company 

Address 

City County 


For More Information Circle No. 342 


Tue Orrice—February, 1959 





Be elt-we: Veh /-¥, | od 3 8) 
y-Wototeolelalilale mist-letaliel-mreli(-1 a 


savings every second... 


/ / 
See the MAN trom MONROE 


« 
for CALCULATING 


+) xX) ADDING + ACCOUNTING 


DATA PROCESSING MACHINES 


—— 


For More Information Circle No. 233 
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able in leather or Naugahyde in a wide 
range of colors: pine green, cedar, red, tan, 
sand, blue, gold, beige and brown. For 
More Information Circle No. 104. 


INSULATED FILE 


Mosler Safe Co., 320 Fifth Ave., New 
York 1, N. Y., makes an Underwriters 
Laboratories approved insulated filing 
cabinet, styled by industrial designer Henry 
Dreyfuss to integrate with the decor of 
modern offices. It is available in decorator 
colors including gray, green and tan. Avail- 
able in two, three and four drawer models, 


the file has an interchangeable lock for key | 
or combination. Each drawer may be in- 
dividually locked, making each drawer a 


safe in itself. Push-button handles give 
functional beauty and provide easy opera- 
tion. The file opens into a visual V for 
easy re-filing and finding. Letter size or 
legal size papers can be accommodated in 
the full drawer units. The file will protect 
its contents from fire up to 1700°F. for 
one hour. For More Information Circle 
No. 137. 


HANGING FILE FOLDERS 


Smead Mfg. Co., Hastings, Minn., 
makes the Flex-I-Vision Hanging Folder 
line with tabs having a full 1” indexing 
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“es OFAICE VALET 


www, 
- a 6 a 
Eek id Ad 4 lind 


4 


Answer the Wraps 
Problem in Offices 


and Waiting Rooms 


These efficient VALET 
Racks keep wraps off wait- 
ing room chairs, aired, 
dry and in press. Hold 
coats spaced apart, hats, 
umbrellas and overshoes. 
Accommodate 3 persons 
per running foot. Come in 
lengths of 3 ft. 3 in. or longer 
by the foot. The S-6 Office 
Valet costumer accommodates 
| 6 people—ends piling of gar- 
ments on others. Will not tip 
over. Built for life-time serv- 
ice of heavy gauge, welded 
furniture steel, Smart in mod- 
ern baked enamel fin- 
ishes, Units form a com- 
plete system of wardrobe 
equipment that provides effi- 
cient wrap accommodation 
wherever people gather. 
Write for Bulletin OV-10 


mt 


VOGEL-PETERSON CO. 


1121 West 37th St Chicago 9, til. 





| 
For More Information Circle No. 277 
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NEW! DISCOVERY! 


SAVES PLUMBING BILLS O"NStaNtTLY 


INSTANTLY 
Miller Sewer Rod Co., Office Dept., 
4640 N. Central Ave., Chicago 30, Ill., 
makes the Plumber’s All Purpose Flush- 
ing Gun for cleaning obstructions in of- 


fice toilets, urinals and sinks. Anyone 


can operate its easy trigger and it is said 
to clean all pipes up to 500 ft., no matter 


how many bends there are. Can be used 
on any waste pipe from %” to 6” to 
clear paper, rags, grease, sand and other 
debris. Obstructions float away when 
struck by the gun’s hammer blow. Of- 
fered on a 30-day free trial to prove its 
value. Free Booklet. (ADV.) 
For More Information Circle No. 301 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alianment 


For fast, accurate 

typing of bottom 

line index on all 
visible cards 


10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 


280 Main St., Worcester 2, Mass. 
For More Information Circle No. 300 


exposure. Available with 2” or 3” wide 
tabs. Folders are reversible for either front 
or back tabbing. Tab position indicators 
are in 1/3 and 1/5 positions. The all metal 
unbreakable tabs remain upright at an easy 
reading angle. Hangers are securely bonded 
to the folders to eliminate slippage on rods. 





Smead also makes a Follow-up Hanging 
Folder with sliding red and green signals; 
and a Hanging File Pocket with cloth rein- 
forced gussets to prevent contents from 
catching on drawers or trays. Also avail- 
able are interior folders, frames and 
colored inserts for systems filing. For 
More Information Circle No. 404. 


prens 


ACTIVE 
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Learn about the hundreds 
of practical applications of Laminating 
in your business. 


See the many time and cost 
cutting advantages of Laminating. 


Get the full, illustrated 
story of Laminating and its effect 
on today’s business procedures. 


Find Out How You Can PROTECT— 
PRESERVE—BEAUTIFY—AVV/HING/ * 


ng written, printed, typed, photographed or drawn 








This wonderful book uncovers a host of new 
ideas on improving business procedures. Shows 
ways of saving time and money in hundreds of 
routine office operations. Profusely illustrated 
— it’s “‘must” reading for every business exec- 
utive. You’ll see how easy and inexpensive it 
is to protect and preserve valuable documents 
..-how a simple operation makes them tamper 
and wear-proof—completely protected against 
wear and soil. Gives a detailed explanation on 
making colorful printed pieces and important 
presentations doubly effective, more attractive. Apéco 0. 
If you’re interested in saving money and in- 

creasing business efficiency—write for your 

FREE copy of this informative book. 





LAMINATOR 


rer Photocopy Equipment Co. 
Send for FREE Book | 2128 W. Dempster St., Evanston, Iii. | 
Gentl Pi h 
Fill in coupon and mail today. Your isi. ee ne ripe ee nee 


FREE book will be sent by return mail. 


APECO 


American Photocopy Equipment Co. 
2128 W. Dempster St., Evanston, Ill. ee 








PRN Guncdduerespieeseddenane , 


ES eS eee .Zone..... State 


For More Information Circle No. 341 
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Looked at your Letterhead lately ? 


Perhaps it’s time 
for a fresh design 
and a bright new 


WESTON paper 


Your printer, advertising agency or 
letterhead designer will gladly sug- 
gest a new design and a paper of 
appropriate quality from the com- 
plete family of Weston cotton fiber 
letterhead papers —including Old 
Hampshire Bond (Extra No. 1, 
100%), Defiance Bond (100%), 
Winchester Bond (50%), Weston 
Sond (25%) and Weston’s Hand 
Weave (25%). Write Dept. OF 


for samples. 
Better Papers are made with cotton fiber Ea 


BYRON WESTON COMPANY 
Daliton, Massachusetts 


Makers of Papers for Business Records Since 1863 


WESTON varcees 


Leading Makers of: LETTERHEAD PAPERS « POLICY PAPERS « LEDGER PAPERS « INDEX BRISTOLS 


For More Information Circle No. 213 
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COPYING TECHNIQUES 


Business Photo Methods Div., Eastman 
Kodak Co., 343 State St., Rochester 4, 
N. Y., describes how office copying can 
save money and increase efficiency in pur- 
chasing, sales, production, administration, 
advertising, research, accounting, shipping, 
receiving and engineering, in a 16-page 
illustrated booklet, “4 Versatile Office 
Time-Savers.” The publication tells how 
organizations from trucking firms to hos- 
pitals are saving time and money with 
modern office copying systems. For the 
booklet, Circle No. 164. 


TAPE TYPEWRITER 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., describes how 75% of forms writing 
can be made automatic with the Synchro- 
Tape Typewriter which stores data on 
master tapes or edge punched cards in 
machine code, then writes it on forms 
when needed at 120 words per minute. The 
result is better customer service, error- 
free records, clerical savings and timely 
management reports. A _ graphic break- 
down of how the machine handles the 
purchasing function for a company is pre- 
sented. For the folder, Circle No. 159. 


FILE MECHANIZATION 


Wheeldex & Simpla Products, Inc., 1000 
N. Division St., Peekskill, N. Y., offers a 
booklet, “The Mechanization of Filing and 
Finding,” which covers in detail three basic 
types of mechanization for the storage and 
retrieval of written records such as cards, 
papers, etc., and tapes and other related 
media. For this booklet, Circle No. 162. 
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PEN-PENCIL BUYER’S GUIDE 


Eberhard Faber Pencil Co., Crestwood, 
Wilkes-Barre, Pa., offers a Buyer’s Guide 
which stresses the advancement of office 
efficiency through the use of specialized 
writing instruments. The guide, in full 
color, illustrates and describes the most 
useful everyday office items. The book 
divides the products into five categories: 
general office, secretarial, engineers and 
draftsmen, production and shipping, and 


art department. Special uses of each writ 
ing instrument or eraser are also stated. 
One item, the low-priced Noblot desk ball- 
pen, comes in four colors: blue, red, green 
and black, for stenographers, bookkeepers, 
auditors, draftsmen, filing and shipping 
personnel. Some of the specialized pencils 
depicted are the Blackwing for executives, 
the seven-color Marker which writes on 
any type of surface, the Potent Copying 
for all duplicating machines, the Mongol 
for general office use, the Stenographic for 
shorthand and the Thinrite for ac 
countants. There are ten different erasers 
for specific types of writing, and a broad 
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At Every Desk You Will Use 


Amazing New 


DRY -stik 


RUBBER 
CEMENT 

in DRY BAR 
Form! 


Rub it on DRY 
Sticks to paper 
Gass, anything 


Waterproof 
Keeps forever 


“é 4 
rub iton DRY... 
makes paper STICK!” 
to any surface DRY-stik,  49c, 
eee all solid, out- 
performs a quart 
temporary or permanently! ment’ paste. “or 
H paste, or 
mucilage costing 
twice as much! 
DRY stik KEEPS FOREVER always ready 
for instant use! Now, you can immedi- 
ately paste a clipping, label, chart, pack- 
age... do every occasional office job 
. Without wasting costly minutes with 
a messy brush . . dried out bottle... 
stuck stopper . washing hands. DRY- 
stik bonds paper waterproof, neatly to 
the very edge without ooze, stain, 
or wrinkles. Never lumpy or dirty 
non-flammable, nontoxic, odorless 
nothing to spill or dry out 
NEW OFFICE METHODS: A dab of pressure 
sensitive DRY-stik make an INVISIBLE 
PAPER CLIP! Instantly bind letters in 
file folder without punching! Post bulle- 
tins without thumbtacks! 


Dealer Inquiries Invited 
GET DRY-stik TODAY! TRIAL OFFER 


Order from your regular 2 for $] 00 post 

office supply dealer — or " 

send for TRIAL OFFER gp dll ca 
DZ. postpaid 


Satisfaction Guaranteed! 


, MAIL THIS COUPON TODAY !--, 
DRY-stik Company Dept, O-1 
4356 N. Kedvale, Chicago 41, Ill. 
Enclosed is $ USH postpaid 
ag of DRY-stik @ 2 for $1.00, @ 12 for 
5. 


Name 


Company Name 
Address 
City Zone State 


4a eae ee eee eee eee ee ee ea aa ee ee 
For More Information Circle No. 311 


Se oe ee ee a ee ee 
ina e ee 
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choice of colored pencils that are most 
effective for particular purposes, especially 
in art departments. For this Buyer’s Guide, 
Circle No. 143. 


IMPORTANCE OF LETTERHEAD 

Neenah Paper Co., Div. of Kimberly- 
Clark Corp., Neenah, Wis., offers a 12- 
page booklet, “Two Sides To Your Busi- 
ness Letterhead,” as a guide in planning 
business letterheads. It is based on a survey 
showing that today’s business leaders, in 
general, overestimate the cost of their busi- 
ness letterheads and underestimate their 


public relations value. Although a good 
letterhead is one of the best low-cost public 
relations tools a company can have, only a 


small percentage have truly fine letter- 
heads. Statistics illustrate that the finest 
letterhead that can be printed is actually 
less than the expense of mailing it. The 
booklet demonstrates the importance of a 
letterhead in conveying the correct im- 
pression of a company. Figures and sample 
letterheads illustrate how the change from 
an ordinary letterhead to a superior one 
can be made without materially affecting 
the cost of a letter. The booklet does not 
sample or specify paper, nor is it a kit of 
letterhead designs. For a copy, Circle No. 
161. 


FURNITURE 


Howell Co., Contract Dept., St. Charles, 
Ill., offers a 24-page full-color Catalog No. 
29 which shows many room installation 
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HOW CAN WE GET 

THIS PRICE CHANGE 

OUT IN AN HOUR?” 
“GEORGE'S “HOW ABOUT 
DUAL-LITH. THOSE FORMS, 
HOW ELSE?” GEORGE?” 






































“LETTERHEADS? 1 EXPECT 
LET GEORGE THAT MEMO IN 
OO THEM 20 M'NUTES, 


GEORGE!” 


\ 






































“THERE ARE 

TIMES WHEN | ALMOST 
WISH WE DIDN’T HAVE A 
DAVIDSON DUAL-LITH!”’ 





























No matter what the demand, seems write today for free descriptive book- 
George can do it—on the Dual-Lith! lets to Davidson Corporation, 29 Ryer 
Each of the ten different models is de- son Street, Brooklyn 5, N. Y. 

signed to turn out quality offset —fast! 


T DAVIDSON CORPORATION /} | 
| 29 Ryerson St., Brooklyn 5, N. Y. avidson 


we’d rather make this statement: No- | (Send ouatartn literature | 
body in the world makes better small ro OM259 | 


We could tell you here about each of the 
Dual-Lith’s features and advantages. But 





offset equipment than Davidson! And if | ‘ | 

taking the work out of paper work is Firm ———_________... 

one of your problems — you really ought or i | 

to find out more about Dual-Lith. | | 
| City —————— 


Call your local Davidson Distributor or eet cia) tepals ile cabal adnan mics ear si . 








For More Information Circle No. 247 
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Letters 
answered 


today! 


= PITNEY-BOWES 
(¢:)) MAILOPENER 


“  Prtney-Bowes, INc. 
3474 Walnut Street, Stamford, Conn. 


originator of the postage meter... 
offices in 121 cities in U.S. and Canada 


and product scenes. Now available on all 
Howell modern metal furniture is silvery 
gray Pewtertone with bright nickel accents 
on leg ferrules. This Howell metallic gray 
pewter finish on tubular steel in a lustrous 
color is produced by the Enduroseal pro- 
cess. The pewter color is applied on tubu- 
lar steel and then an outer surface of 
baked-on plastic seals in the color. A 
two-tone combination on Howell furniture 
with reversible cushions is another offer- 

















e Letters answered promptly get 
action earlier, speed orders. The time 
required to open letters by hand can be 
reduced materially, and incoming mail 
distributed sooner—if your office has a 
MailOpener. 

e A MailOpener snips a hairline edge off 
an envelope in an instant, leaves contents 
untouched. Works as fast as you can feed 
it—neatly, safely, efficiently. Can handle 
envelopes of any size, thickness or weight. 
Three models, electric or hand. 

e Even in a small office, a MailOpener 
can save time and work. Ask the nearest 
Pitney-Bowes office for a trial demonstra- 
tion in your office—no obligation. Or 
write for a free illustrated booklet. 

FREE: Send for handy desk or wall chart of 


new postal rates, with parcel post map 
and zone finder. 


For More Information Circle No. 310 
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ing. Combining long wearing leathergrain 
Naugahyde and nubby nylon boucle in 
contrasting or harmonizing colors offers 
almost unlimited color combinations. 
Matching occasional tables with two-tone 
plastic tops of Scandia walnut and white 
marble also are available. Catalog No. 29 
is available to firms writing on their letter- 
head to the above address. 


ACCOUNTING SUPPLIES 
Accountants’ Supply House, 
away Ave., Valley Stream, N. Y.., 
their complete catalog of accountant’s and 
bookkeeper’s supplies. Two 


518 Rock- 
offers | 


| 


years were | 


spent in the development of a new office | 
supply program to cut overhead problems 





for businesses. They now manufacture the 
most popular items themselves in their 
new, large Long Island plant. The results 
are displayed in this fully illustrated 
catalog which contains over 2000 items. 
Accountants’ Supply House now sells di- 
rect to the user. For a free copy of ‘this 
catalog, Circle No. 163. 


BILL RECEIPTING MACHINES 


Jas. H. Matthews & Co., 3624 Forbes 
Ave., Pittsburgh 13, Pa., offers a brochure 
describing their complete line of restyled 
Bill Receipting Machines. A band dater 
in the new units permits changing dates 
without using individual type. For this 
brochure, Circle No. 169. 


When ordering a change of address, please 
supply both your old and your new 
address, and give six weeks notice. 
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WHEN QUALITY COUNTS 


Mend it, mount it, bind it, attach it quicker 
more efficiently! Use permanent, water- 
proof, transparent UHU in ‘so office. 


Order awe your supplier or write to: 
U Products Corp., 

820 pm... St., New York 14, N. Y. 

For More Information Circle No. 346 


The world’s smallest 
and most economical 
adding 
machine... 

SWIFT BUSINESS MACHINES CORP. 


GREAT BARRINGTON, MASSACHUSETTS 
For More Information Circle No. 347 


{ CALESMEN WANTED | 


By established Company building 
Natic Organization. Complete 
copying equipment line. Low cost Diaz 
Phot copy and Visual Aids. Several lucra 


tive territorie ti 


now 


na Sa es 


open. Prefer men wit! 


previous Dusiness macnine 1e 


ence. 


Write: Box 952, THE OFFICE Magazine, 
232 Madison Ave. -» New York 16, i” 2 


POLIO ODO DLO LOLOL OL LL OL DLL DOL DD) 
GENUINE ENGRAVED 


aida SVreaHeAns 
DIES ano PROOFS $7 22 FOR 


Genuine BISINESS CARDS _ 
eens © 1000 $15 MANUSCRIPT 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 MQUAAALD 


CLIP YOUR LETTERWEAD 10 THIS AD... €3< uum 
“WAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 
807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 349 

















Executive Director of NOM 

Fred A. Schultz, aa ii 
assistant secretary of 
Unity Mutual Life 
Insurance Co., Syra- 
cuse, N. Y., and 
international _presi- 
dent of National Of- 
fice Management 
Assn., announced 
the appointment of 
William Thomas , : 
Cavanaugh as W. T. Cavanaugh 
NOMA executive director, secretary- 
treasurer. Mr. Cavanaugh was executive 
secretary of the Engineers Joint Council 
in New York. William H. Evans will con- 
tinue with NOMA as division administra- 
tor of education. Al C. Spangler was 
appointed division administrator of field 
service and promotion 


Handwriting Booklet 


General Motors Corp. has ordered 100,- 
000 copies of the booklet, “Write It 
Right,” published by Birk & Co., 22 East 
60th St., New York 22, from material fur- 
nished by the Handwriting Foundation. 


Automation Congress & Exhibit 


The Sth International Automation Con- 
gress, 2nd Military Automation Confer- 
ence, and Materials Handling Conference 
will be held at the New York Trade Show 
Building, Nov. 16-20. Over 200 companies 
will demonstrate instruments and automatic 
controls. The Materials Handling Con- 
ference is sponsored by the Materials 
Handling Div., American Society of Me- 
chanical Engineers. Information on the 
technical programs, clinics and _ exhibit 
space is available from Richard Rimbach 
Associates, 845 Ridge Ave., Pittsburgh 12. 


200 


Educational Buyers To Meet 


More than 400 purchasing officers of 
colleges and universities will meet at the 
Fontainebleau Hotel, Miami Beach, May 
11-13 to discuss current purchasing and 
business problems, and to meet suppliers. 
Emphasis will be on problems created by 
the physical expansion of institutions of 
higher learning which continues at a rapid 
pace because of ever-increasing student 
registrations. Office-supply and equipment 
firms are invited to apply for space in 
this show. Already, 76 booths are spoken 
for. Direct inquiries to Bert C. Ahrens, 
executive secretary, National Assn. of Edu- 
cational Buyers, 1461 Franklin Ave., Gar- 
den City, N. Y. 


AMA Computer Conference 


The role of the electronic computer 


in industry will be re-evaluated on the 
basis of the past five years’ experience, 
at the Sth Annual Electronics Conference 
of American Management Assn., March 
2-4 at the Statler-Hilton Hotel, New York. 
Other topics will include the scientific use 
of computers in management decision mak- 
ing, accurate costing of electronic data 
processing, characteristics of new equip- 
ment, and the pros and cons of buy-share- 
rent. On display will be the annual ex- 
hibit of electronic data processing equip- 
ment. 


Life Office Automation Forum 


A Life Office Automation Forum for 
users and potential users of magnetic tape 
data processing equipment will be held 
by Life Office Management Assn. at the 
Drake Hotel, Chicago, April 13-15. This 
is the first meeting of its kind for the life 
insurance industry. Stevens L. Shea, plan- 
ning secretary, Massachusetts Mutual, is 


THe Orrice—February, 1959 

















It used to play music...now it writes your letters! 


Auto-typist record ‘‘memory” roll operates 
the typewriter to write personalized 
letters... by automation! 


Remember the player piano and its perfor- 
ated roll that played the notes? Similarly, 
Auto-typist’s paper record “memory” roll 
operates the typewriter keys to write your 
letters . . . automatically and accurately! 

One typist can produce 100-125 letters 
a day with Auto-typist — 3 to 4 times man- 
ual typing output. And, it’s so simple 
. . . precomposed numbered letters or 
paragraphs are perforated on the roll, 


For More Information Circle No. 217 


which holds up to 250 lines. Letters or 
paragraphs are numbered to correspond 
to push-buttons, then Auto-typist automa- 
tically picks them out and types them per- 
fectly! Manual insertions can be made at 
any time. Auto-typist eliminates routine 
typing and dictation and will cut your 
correspondence costs. 


60 


Write for free copy of the new R 
Rosy 


booklet “60 Best Business Letters” by 
Z bine 
that covers all types of business. ' Lettep, 
m_, 


a 


Auito-typist 


AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI RD., CHICAGO 39, ILL. e MANUFACTURERS OF 
AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 





How to tell a 
"Better Mouse Trap’ 


_ froma — 
Profit Trap 





“Count BOTH and 1,001 
Other Items with 


VARY-TALLY 


Seid a 


Wei aR 


deh, 


Compactly set up on stands in tiers, the Vary-Tally 
can be supplied in any of 66 combinations, 
vp to 6 banks high and 12 units wide with o 
minimum of 2 ynits wide. Also single units. 





Multiple-Unit Reset Counter 


To know WHICH products, styles, sizes or fla- 
vors are “hot” and WHICH are dragging their 
feet COUNT! Whether you are a manufac- 
turer or merchant, distributor or dealer — Vary- 
Tallies can tell you quickly How Many of What, 
Where and When — Now as against Last Year, 
Last Month or Yesterday. Traffic engineers, esti- 
mators, laboratories, warehouses, offices, restau- 
rants, mail and phone order departments, payroll 
people and many others find keeping score is no 
chore with a Vary-Tally. What do you want 
to count? Write for news sheet and prices. 





@ Easily Readable 

from Any Angle... 

Bold figures Always 

Centered in Window 
.. No Glare 


@ Easily Portable 


@ All Parte Corrosion- 
Resistant 


@ Separate Counting 


Units Can be Rotated 
like Tires on a Car, to 
Distribute Wear 
Evenly 


@ Individual Tag 
Above Each Counter- 
Window — Not Strip 
Tabs 


@ Veeder-Root Qual- 
ity in Every Part 








) VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 


New York 19,N. Y. © Greenville, S.C. © Montreal 2, Canada 
Offices and Agents in Other Principal Cities 


For More Information Circle No. 214 


Chicago 6, Ili. « 
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general chairman, and Charles G. Groes- 
chell, controller, Northwestern Mutual, is 
vice chairman. Assistant general chairmen 
are Robert W. Harvey, 2nd vice president, 
Prudential; Eugene Boulanger, assistant di- 
rector of planning, Mutual of New York; 
Joseph W. Glynn, controller, Continental 
Assurance; and Robert T. Wiseman, plan- 
ning officer, Sun Life Assurance. Other 
members of LOMA’s automation commit- 
tee will report to the assistant chairmen 
responsible for the program. Thus, the 
full benefit of the background and experi- 
ence in electronics of all members of the 
main committee will be available in draft- 
ing plans for the meeting, according to 
Roy A. MacDonald, LOMA managing di- 
rector. 


Records Management Semivar 


A New York University workshop semi- 
nar on Records Management Systems and 
Paperwork Controls will be led by Milton 
Reitzfeld, director of the Third Naval 
District’s Management Assistance Office. 
The 12 evening sessions start Feb. 4. 


Overtime Exemption Pay Raised 


New salary requirements for exemption 
of executive, administrative and profes- 
sional employees from the Fair Labor 
Standards Act are in effect this month. 
An executive employee, to be exempt from 
the Act’s minimum wage and overtime 
provisions, must receive a salary of at 
least $80 a week instead of $55 as pre- 
viously required. Administrative and pro- 
fessional employees, to be exempt, must 
be paid at least $95 a week instead of $75. 
This scale applies in the continental U. S., 
Alaka, Hawaii, Canal Zone, Guam and 
American Samoa. In Puerto Rico and the 
Virgin Islands, salary requirement for ex- 
ecutive employees was raised from $30 
to $55 a week, and that for administrative 
and professional employees from $200 a 
month to $70 a week on a salary or fee 
basis. Employees qualifying for the ex- 
emption by reason of shortened duty are 
increased from $100 to $125 a week, ap- 
plicable everywhere. 

The Fair Labor Standards Act exempts 
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Joseph A. MacQueen, president of the 
Systems & Procedures Assn., presents the 
organization’s 2500th membership certifi- 
cate to Marilyn Joan Kennelly, a super- 
visor of methods publications at the 
Burroughs Corp. Research Center, Paoli, 
Pa. 


executive, administrative and professional 
employees from its minimum wage and 
overtime pay provisions, if they meet tests 
specified by the U.S. Dept. of Labor’s 
Wage and Hour and Public Contracts Di- 
visions regulations, Part 541. In addition 
to salary requirements, the regulations 
contain tests on duties and responsibilities. 
Except for the higher salary, the exemp- 
tion requirements remain unchanged. The 
regulations do not require employers to 
pay these salaries to persons doing ex- 
ecutive, administrative or professional 
work. The salary rates are for exemption 
purposes only. If an employee who is cov- 
ered by the Act does not meet the salary, 
duties and responsibilities requirements, he 
does not qualify for the exemption. In 
such a case, the employer may continue 
to pay the employee on the basis of a 
salary, but the Act’s minimum wage and 
overtime pay requirements must be met, 
unless some other statutory exemption is 
applicable. 

The Act requires payment of a mini- 
mum wage of $1 an hour and at least 1% 
times the regular rate of pay for all hours 
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(27 INSTANT / 


PLASTIC LAMINATION. 


Clear plastic sheets bind to each other—sealing 
any flat object in between. No machines, heat or 
other treating required. Guaranteed to protect 
against moisture, tearing, soiling, etc. Lasts in- 
definitely . . . will not discolor, harden or crack. 
AVAILABLE IN VARIOUS SIZES. WRITE FOR 
FREE BROCHURE. Dept. A-2. 
PLAIN-VU, CARR CORP. 
3407 Prospect, Cleveland 15, Ohio 
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AUDIENCE 


... with a lightweight, portable 
Arlington 5-Way Presentation Easel. 


ARLINGTON ALUMINUM CO. 


19007 W. DAVISON DETROIT 23, MICHIGAN 
Please send me complete easel information. 

NAME TITLE ——— 
COMPANY . = cements 
ADDRESS — eee 
ee aa a 
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worked over 40 in a workweek by non- 
exempt employees engaged in interstate 
commerce or in the production of goods 
for interstate commerce, including any 
closely related process or occupation di- 
rectly essential to such production. 


Only 5% Get No Coffee 


The majority of office workers in the 
U.S. and Canada have two coffee breaks 
a day, according to National Office Man- 
agement Assn. In preparing its study, the 
association’s research committee _ inter- 
viewed nearly 2000 member companies 
and found that 81% have scheduled cof- 
free breaks and another 14% allow work- 
ers to have coffee with no regular coffee 
break period. Only 5% have no coffee 
during working hours. Slightly more than 
three-quarters of the companies have two 
coffee breaks a day: 93% of the firms 
in the western part of the U.S., and 65% 
in the east. In Canada, 80% have two 
a day. 

Most employers seem to like its morale 
value and only 3% plan to discontinue it. 
A continuing difficulty is getting the work- 


| er back on the job after the coffee break. 


Coffee is the favorite office drink here 
and in Canada, with tea the second choice 
in Canada and soft drinks second here. 
Most coffee is served at ten cents a cup 
from the company cafeteria or a vending 
machine. The time allowed for the coffee 
break is 15 minutes for most, although 
some specify ten minutes and a few, five 
minutes. 
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1959 ANNUAL OFFICE 
MANAGEMENT FORUM 


(Continued from page 28) 


continued application of mechanical aids 
is going to take place forever and ever. 
However, I cannot see easing the short- 
age of office workers. With the addition 
of so much mechanical equipment, which 
permits one worker to process more work 
than formerly, there is the correlary prob- 
lem of finding trained workers. Even 
though we may need fewer workers per 
unit of work, we need higher experience 
level per clerk. Since the shortage is never 
expressed in terms of bodies but in terms 
of bodies of a certain skill level, I think 
the further advancement of mechanical 
and electronic equipment might even make 
more serious the apparent shortage of 
office workers who are capable of han- 
dling the jobs that are open rather than 
capable of handling very simple clerical 
operations, — ROBERT KAHN, Business 
Counselor, Lafayette, Calif. 


Standard Cost System 


At the present time we have not gone 


into electronic office operations. All our 
accounting and cost procedures are being | 
taken care of with a National 3100 book- 
keeping machine. We also have Friden 
calculators and comptometers in the office. 
We are in the process of inaugurating a 
new standard cost system. —R. J. 
MANN, Accountant, Hardwood Products 
Corp., Neenah, Wis. 


Sees No Serious Threat 


We do not have automated equipment 
in our office yet, and we don’t foresee any 
purchases within the next year or so. We 
do plan additional purchases of conven- 
tional equipment. I do not believe that 
automated or electronic equipment will be 
any serious threat to conventional equip- 
ment or mass replacement of office work- 
ers as a Whole. Many of the larger firms 
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ERD- | 


PROBLEMS 
SOLVED-—— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 


Write for Literature 


HUSH-A-PHONE 
72 Madison Ave. 
New York 16 














hao VU- BOARD’ 
BY THE ORIGINATORS OF WALL BOARD CHARTING AND PRODUC-TROL 
Low cost — unlimited Visual Control 


@ Shows all important data—a fast, accurate, com- 
plete picture 

e Easy to set up and operate—wall or desk use 
Boards fit together horizontally or vertically to 
increase item capacity 
Inserts can be shifted without removing from 
board 
Solves all machine load problems 
Unlimited uses for scheduling, charting, dis- 
patching, etc. — in all phases of business and 
industry 
Light, compact all metal construction—designed 
for a lifetime 


Only $49.5 O complete 


PATENTED 








Phone Westport Conn. CA 7-4111 or write 


WASSELL ORGANIZATION, INC. 


Westport, Conn 


Please send free Booklet on VU-BOARD 


Name 
Company 
Address 
City 








IT’s TAX TIME 


+ ADD and SUBTRACT — 
as Easily as You Dial a Phone! 
$14% 


—for quick and easy addition—direct subtrac- 
tion—instant clearance—totals 99,999.99_—for 
business and home...Removable from plastic 
base for brief case portability .. - All metal 
working parts — precision built — durable... 
GUARANTEED FOR A FULL YEAR. 

Buy at office machine and office supply 
dealers, department and statione ry stores. If 
not available have your dealer write, or we 
will mail postage paid for $14.95 or C.O.D. 
plus charges. 

LIGHTNING ADDING MACHINE SALES CO. 
2306 W. Slauson Ave., Los Angeles 43, Calif. 
Distributor Inquiries Invited 
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SECRETARIES ACCLAIM 
The ALL NEW 


—SPeconite 
FOLDING COPYHOLDER 


Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 
38 Mt. Hope Avenue © Rochester 20, N. Y. 














For More Information Circle No, 242 


supply precision BRITISH made Parts and 
Tools direct to you ot LOWEST PRICES 
C4 128 


: i G2-25-15 
C2-20IL. 


@ PROMPT AND EFFICIENT SERVICE GUARANTEED 
Send for our ithustrated Catalogue POST FREE 


& 
TYPEWRITER SUNDRIES CO. LTD. 


140-148 BOROUGH HIGH ST., LONDON S.E. | 
For More Information Circle No. 243 


Every Business can use... 


INDIANA 


“Under Counter” CASH DRAWERS 
HERE’S HOW 
SMALL BUSINESS—for Cash Handling and Storage. 


DEPARTMENT STORES—for Auxiliary Cash Han- 
dling, Bank Drawers, for Special Sales. 


MANUFACTURERS—in Cafeterias, Parts Sales 
Counters, for Petty Cash. 


Model V-1 (ill.) 
List $29.50 

@ No stock to carry 

@ 24 hour shipment 


@ Full dealer 
discount 


A Quality Product 


A wonderful door-opener for follow-up sales of 
more expensive equipment. Write now .. . 


INDIANA casn prawer co. 
P. O. Box 236B Shelbyville, Indiana 
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must go to automation due to the com- 
plexity of their paperwork. The medium 
sized and smaller offices, which still com- 
prise the bulk of office workers, will, of 
necessity and type of office procedures, 
stay with conventional methods. —D. E. 
HOLT, Office Manager, Elizabethton Elec- 
tric System, Elizabethton, Tenn. 


Maybe All on Tab Cards 


We have had punched card accounting 
for statistical purposes for the past three 
years, and have had Computyper B’s for 
billing purposes this past year. We are 
now in the process of running feasibility 
studies on the possibility of converting all 
billing, accounts payable, property rec- 
ords, dividend payments, etc., to the 


punched card accounting system. 

With the above, we feel that there will 
be an estimated labor saving of about two 
to three people and, as the present punch 
card equipment increases in quantity and 
capacity, it may realize even a greater 


saving—H. R. BERLACK, Office Man- 
ager, Hubbard-Hall Chemical Co., Water- 
bury, Conn. 


Converting to Electronics 


We have been using IBM equipment 
in our billing, sales analysis, commission 
and other statistical reports. We have been 
doing this for about eight or nine years. 
Recently, we tried to extend the IBM 
equipment to our accounts receivable, but 
were unsuccessful. At the moment, we 
do not think that purchases of conven- 
tional equipment will be affected by the 
considerations we now have for electronic 
equipment. I do believe that, within the 
next three or four years, the conversion 
to electronic data processing equipment 
in our company will be pretty much com- 
plete. We have found from experience 
that very rarely are there substantial sav- 
ings in office employees through the in- 
troduction of electronic or related data 
processing equipment.—S. OWENS, Con- 
troller, Continental Coffee Co., Chicago. 


eeeeeeeeeeeeeereeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


Speed Up and Improve Your Card Reproducing 
Operation with an Automatic 


QUIKSWITCH 80-80 





e 
fuels 


The Quikswitch 80-80 is a switchable plug- 
board for the IBM 514 or the 519 reproducer. 
It replaces the manually wired 80-80 board and 
provides column-for-column reproducing into 
blank cards or, at the flick of a switch, any 
desired column can be left blank or gang 
punched with constant data. 


No wires to pull — no wires to replace. 
We invite your inquiry for detailed information. 


Illustrated ts the 519 panel. The 514 
available without switches for Punc 


Ck gE Qt Orly 
& fh 1018.4) 
byt yh > 


# pf yy 


anel is also 
X control, 


THE SNAPOUT FORMS CO. cuaroon, ono 


@eeoveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeee 
For More Information Circle No. 323 
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EXCLUSIVE 
DISTRIBUTORS 





Important realign- 
ments in the market- 
ing organization of 
Smith-Corona Mar- 
chant, Inc., were an- 
nounced by Drum- 
mond F. Gaines, vice 
president of market- 
ing. George F. 
Burns was appointed 
national sales man- 
ager of Smith- 
Corona, H. S. Yaffa was named manager 
of the New. York branch, and William H. 
Cluse was made eastern region sales man- 
ager. F. A. DeManche is manager of the 
Springfield, Mass., branch; James M. Dro- 
ney is manager of the Pittsburgh branch; 
Roger Sherman is manager of the Syra- 
cuse, N. Y., branch; and George B. 
Downes is manager of the Portland, Me., 
branch. Mr. Burns has full responsibility 
for the distribution and sales of all Smith- 
Corona products within the U.S. 


George F. Burns 


Recordak Vice President 


Van B. Phillips 
was elected vice 
president of sales 
and advertising of 
Recordak Corp., it 
was announced by 
John K. _ Boeing, 
president. He was 
previously general 

A sales manager of 
- Recordak, the sub- 
Van B. Phillips sidiary of Eastman 


Kodak Co. in the microfilming and docu- 
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ment copying fields. Mr. Phillips joined 
Recordak’s Dallas office in 1936. From 
1940 to 1943, he covered Oklahoma and 
the Texas Panhandle. He was named man- 
ager of the Denver branch in 1946, re- 
gional manager for the west coast in 1948, 
and in 1954 took over the same responsi- 
bility for the midwest. He was appointed 
assistant general sales manager of Recor- 
dak in 1956, and general sales manager 
at the beginning of 1958. 


DataGraphic Systems, Inc. 

Walter A. Hensel was elected president 
of DataGraphic Systems, Inc., Santa 
Monica, Calif., a corporate alliance of 
Douglas Aircraft Co. and General Aniline 
& Film Corp. formed to develop new 
microfilm and reproduction techniques, 


R. S. Ellsworth 


processes and systems. Russell S. Ells- 
worth, formerly of the Ozalid Div. of 
General Aniline, is vice president and gen- 
eral manager of DataGraphic. Others 
officers are Francis Nivens and J. Edwin 
Coates, vice presidents, and James T. 
McMillan, secretary and treasurer. Mem- 
bers of the board are Messrs. Coates, 
Nivens and McMillan, of Douglas Aircraft 
Co., and Hensel, Ellsworth, Matthew M. 


Walter A. Hensel 
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MODERN 


ELEVATOR STAND 
VALUE Far ABove THE PRICE 


QUIET unpercoatep To ABSORB NOISE 


MEE MORE FOR 
YOUR MONEY 


All steel 

Power pedal 

Rattle proof — quiet 

2 drop leaves 

Elbow-type arms 

Tubular legs 

Soft rubber casters roll smoothly 

One foot adjusts for uneven floors 

Baked enamel finish; also available in colorful 

















wood-grain plastic tops. 
yf EXCLUSIVE FEATURE: 1-piece leg bracket 
NO. 1695 / 
MASO. 1 + MASO elevator stands are ideal for electric 
SPECIAL - typewriters, adding machines, calculators and 


other office equipment. 
CHOICE OF COLORS 
Mist Green A 
Gray : 
| ey 





Desert Tan 
Olive Green IG Exclusive 


Brown One Foot Adjustable | Continuous Piano Hinge Power Pedal 
FOR COMPLETE INFORMATION-MAIL COUPON TODAY 
Pee eee ese eS SS eS SF SF S22 SS SS eS Se ee 

| MASO_ i Interstate Metal Products Co., Inc. 1 


z (Office Equipment Division) 
Established 1933 666 Lake Shore Drive, Chicago 11, Ill. 

















Other EXTRA VALUE products 
by INTERSTATE include a 


Please send us FREE Office Equipment Catalog and price 
list on MASO quality products. 


storage cabinets; steel eleva- TITLE 


tor-type stands for heavy COMPANY 


business machines; office util- 
. 7 ADDRESS 


4 
i 
i 
i 
| 
wide variety of bookcases, {| NAME 
4 
i] 
i 
4 
] 


ity stands, plastic chair mats. (City) (Zone) (State) 
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... with The TAB that TOPS them all! 





5 

















Tailored Filing 


to meet your every filing need 


When Hanging Folders best suit your needs... then 
COMPARE ...... the advantages found in Smead’s 
Flex-1-Vision Hanging Folder Line. 
COMPARE...The Tab Full one inch exposure. 
All metal for permanence. Rigid—Always upright—Unbreak- 
able. Angled for easy reading. Easier to attach and to remove. 
Tabs may be used on other hanging folders or for other in- 
dexing by attaching to file pockets, catalogs, swatches, covers, 
guides, etc. 

COMPARE ...The Folder Folder top has tab 
position indicators for 1/3 and 1/5 position. Reverse the folder 
for front and back tabbing for 2” or 3” tabs. Securely bonded 
hangers to eliminate slippage on rods. 
COMPARE...The Hanging Follow-Up- 
Folder ‘he sliding signals (Green and Red) are unique 


and positive reminders. 


COMPARE...The Hanging File Pocket 
Extra high cloth reinforced gussets which prevent contents 
from catching on drawers or trays. 


Also Available—Interior Folders, Frames, Colored Inserts and Inserts for 
System Indexing 


SEE YOUR SMEAD DEALER... or write us, on your business letter- 


head, for a free sample of the folder and tab. 


MANUFACTURING CO., Hastings, Minn. 


LOGAN, OHIO CHICAGO, ILL LOS ANGELES, CALIF, 
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Gouger and George Schoner, of General 
Aniline. Robert Johnson is sales manager. 
Mr. Hensel is vice president-general man- 
ager of the Ozalid Div. of General Ani- 
line. Mr. Gouger is vice president and 
director of personnel relations of General 
Aniline. Mr. Ellsworth announced that 
the company opened business with orders 
in excess of $200,000 on its books. 


3M Sales Execetive 


Promotion of Melville E. Potter to spe- 
cial accounts sales manager, duplicating 
products division, was announced by Min- 
nesota Mining & Mfg. Co. Mr. Potter, 
who joined 3M in 1950, was north cen- 
tral area sales manager of the division 
for the past year. In his new post, his 
specific responsibilities are for the mer- 
chandise control system made and sold 
jointly by 3M and Automatic Records, 
Inc., Natick, Mass., which provides faster, 
more accurate record of the movement of 
goods, eliminates errors and loss of sales 
tags and permits quicker, more complete 
running inventories. 


Staat Is Vice President 


F. H. Staat has been appointed vice 
president of R. C. Allen Business Ma- 


chines, Inc. His appointment was an- 
nounced by R. C. Allen, chairman of the 
board. Mr. Staat, a 21-year veteran in the 


business machine field, will head the 
southwest division with headquarters at 
Dallas, Texas. Most recently Chicago 
branch manager and government control 
director at the main Grand Rapids plant, 
he joined R. C. Allen Business Machines 
Inc. from retail business machine sales in 
Peoria, Ill. 


Royal McBee Appointments 


James S. Farrow was appointed to the 
newly created post of sales administration 
director of the Data Processing Div. of 
Royal McBee Corp., according to A. T. 
Craft, vice president. 

W. W. Pennels, vice president, Royal 
Typewriter Div., announced two appoint- 
ments within his division of Royal McBee 
Corp. Frank G. White, formerly assistant 
to Mr. Pennels, was named manager, sales 
administration, headquartered at Port 
Chester, N. Y. Succeeding Mr. White as 
assistant to Mr. Pennels is Frank M. 
Schooley, formerly divisional administra- 
tive assistant. 

J. T. Dessureau, sales manager for 
Roytype Business Machine Supplies, an- 
nounced the appointment of M. M. Bial 
to a newly created sales managerial post: 
Roytype manager — Southern California 
districts. Named to succeed Mr. Bial as 
western regional Roytype manager is 
Douglas L. Martin. 


Directors of Venus Pen & Pencil Corp. at the company’s new general offices in Lewis- 
burg, Tenn. Top, I. to r.: Sam Linton Jr., executive vice president; Sam Fleming, George 
Grumbach, vice president; Richard Lewisohn Jr., president. Bottom: Leo Gottlieb, S. 
Henry Werner, Richard P. Limberg, Benjamin Buttenwieser. This was the first transfer 
of the nearly 100-year-old pencil company’s general offices from the metropolitan New 
York area. A new wing was added to the $212 million Lewisburg plant last year. Ex- 
ecutive and sales offices remain in New York and Hoboken, N. J. 
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Holds 1800 Blue Prints for QUICK filing 
Lidat 


BLUE Aare FILE 


Created for savings in filing space, time 
and effort, Gliders are available for print 
widths of 20” to 48”. Gliders obsolete 
peg-type filing and hole-punching. 
Your prints ‘glide’ into place. Plan 
holders are retained from end-to-end, 
with no chance of bending or spring- 
ing. Eye-easy indexes provide you with 
rapid reference. 

All-steel Gliders, finished in a handsome 
grey, harmonize with modern office 
equipment. Extensions are available. 
For longer print “life” and for effi- 
ciency, durability and economy in ver- 
tical filing, specify Glider. Order now 
through the best office suppliers or 


write for illustrated literature. 
5’ high, 4’ wide 
3’ deep 


MOMAR INDUSTRIES - 4323 W. 32ND STREET 


CHICAGO 23, ILLINOIS * PHONE LA fayette 3-1633 
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NOW- FOLD-O-MATIC 


has the “CONVENIENCE of a CONVEYANCE”! 


with new 
ADJUSTABLE CONVEYOR 
AND STACKER 


NEW DESK MODEL FH-5C +t 
FOLD-O-MATIC 


1% Fully Automatic 
oo ELECTRIC FOLDING MACHINE 
Pye WITH CONVEYOR BELT 
RECEIVING TRAY 


Avtometically Folds 120 Sheets per 
ON. 


Minute (all populer folds) .. . C 
VEYS and STACKS Folded Pieces! 


new CONVEYOR ATTACHMENT takes 
folded pieces ovt of machine with posi- 
tive precision, regordiess of type or 
size of fold. Easily set to exact width 
of folded piece . . . “Stop” Wheels 
prevent jamming. 

sew DEEPER STACKING TRAY holds 
larger quantity of neotly stocked 
sheets. 


new “SNAP-IN" CONSTRUCTION of 
conveyor end tray permits compoct 
storage. 

plus ALL THE OTHER EXCLUSIVE EX- 
TRAS thet make FOLD-O-MATIC—now 
more than ever the world's finest office 
folding machine, regerdiess of price! 
EXTRA! Iincreesed-power universal motor. 4 


end power mechonism eliminates geors. 


PRINT-O-MATIC Co., INC. 


724 W. Washington Bivd 


° Chicago 6, Illinois 


ust $] 99 Plus F.€.T. 


Also manufacturers of famous Cord 
Size D 





pn ny Print-O-Matic Stencil _— 
cotors (6-A Electric, 5-A Mon 


SEE THIS ASTONISHING LOw. 
COST Automatic “MIRACLE” 


WRITE FOR 
COMPLETE 
DETAILS 
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Y & E Expansion Program 


Sterling Precision Corp. announced the 
acquisition of Atlas Loose Leaf & Index 
Co., San Francisco, and C. E. Sheppard 
Co., Long Island City, N. Y. Operation 
of both companies will be integrated with 
Sterling’s wholly owned subsidiary, Yaw- 
man & Erbe Mfg. Co., Rochester, N. Y. 
Mr. Gambrill, president of Yawman & 
Erbe, stated that these acquisitions are 
part of an overall plan of expansion. With 
the broad line of office systems and sup- 
plies manufactured by the two additions, 
plus the line of systems and supplies manu- 
tactured by Yawman & Erbe, the company 
is in a better position to offer a more 
inclusive line. 


Webster Acquires Telecom 


The first move of Webster Electric Co. 
in its 50th anniversary year was to ex- 
pand its intercom line through purchase 
of Telecom, Inc., Kansas City, Mo., ac- 
cording to David J. Munroe, Webster 
president and chief executive officer. Tele- 
com makes dial telephone intercoms and 
will operate as a wholly owned subsidiary 
of Webster Electric Co. 


Arthur Gallway (right), executive director 
of the Muscular Dystrophy Assns. of 
America, accepts a contribution from S. T. 
Scheinman, president, Cole Steel Equip- 
ment Co. Mr. Scheinman, who is campaign 
chairman of the office equipment industry 
for MD, will appear on a spring telethon 
with Jerry Lewis. 
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AUTOMATIC 
OFFICE PAPER 
SHREDDER 


Add filing space 

by destroying can- 
celled checks, ledger sheets, time 
cards, W2’s, pay vouchers and 
obsolete papers—in your own office! 
The new “SILVER EXECUTIVE AU- 
TOMATIC” Paper Shredder is the 
only automatic feed machine .. . 
shreds papers into unreadable 4” 
strips, in just a few seconds! The 
machine is an attractive, typewriter- 
size, portable desk model, with full 
Ya HP motor. Completely safe, and 
casy to operate. Many other sizes 
available, too. 

Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 


AND CUTTER COMPANY 
103 MILL ST. © SALEM, OHIO 
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Eliminate 
Plate Storage 
Problems! 


alae gigh 


FILE-O-MATIC Cabinets make 


plate storing and plate finding 


a breeze! Specially designed 
cabinets are fitted with cross-bars 
and anodized hangers, from which 
plates and films are hung vertically 
— dust-free and distortion-free! 
Special filing cards attached to 
tops of plates and films do double- 
duty as hanger attachments and 
complete records. Cabinets inter- 
lock vertically; can be tailored, 
space wise, to your particular shop 
or office needs. For further de- 
tails, write for Bulletin 700-0 TO- 
DAY! 


<g> company, inc. 
824 S. Western Ave. 
Chicago 12, Illinois 


EASTERN SALES AND SERVICE: 
215 Fourth Avenue, New York, N. Y. 
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Bruff Is General Manager 


U. S. Carbon & Ribbon Mfg. Co., 621 
Cherry St., Philadelphia, has appointed 
James Barton Bruff Jr. as general man- 
ager. Mr. Bruff will act as administrative 
assistant in charge of office and factory 
under John Nagy, executive vice presi- 
dent. For the past nine years, Mr. Bruff 
has been with Arabian American Oil Co. 
as supervisor of office services. As gen- 
eral manager of the newly remodeled and 
completely modernized U. S. factory, he 
will be in charge of a program designed 
to increase the plant’s production capacity 
while carrying out a research and devel- 
opment schedule, which includes new 
products the company is preparing to 
market this year. 


Acco Officers 


Gerard D. White, announced the ap- 
pointments of Andrew Fraser as vice presi- 
dent of Acco Products, Div. of Natser 
Corp., and Douglas Chapman as vice presi- 
dent of Acco Canadian Co. Ltd. Mr. 
Fraser started with Acco in 1935. He will 
continue to hold the position of company 
treasurer. Mr. Chapman joined Acco 
Canadian Co. in 1952. In 1958 he was 


| elevated to assistant manager. 


Stationers and Printers Merge 
Goldsmith Bros.., large New York 


| stationers, has been consolidated with 


Garfield Corp., printers, lithographers and 
industrial stationers of New York, ac- 


| cording to Theodore Garfield who is 


chairman of the board of the combined 
operations. Harold Garfield is president. 


| Theodore Garfield is also a director of 
| Associated Stationery Supply Co. (Hord- 


er’s), Chicago. 
Dictaphone Vice President 


Charles Ecklund was appointed vice 
president-manufacturing of Dictaphone 


| Corp., according to C. K. Woodbridge, 
| chairman of the board. Mr. Eckland had 
| been director of manufacturing. In his new 
| post he will be in charge of all manufac- 


turing at Dictaphone’s Bridgeport plants, 


| which manufacture Time-Master dictating 
| machines, Dictet portable voice recorders 
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Adjustable OPNWINBO metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 

If not available from your dealer, write to 


CHARLES C, SMITH, INC. 
For more than 00 years, a complete line 
of time-saving signals and indexes 


For More Information Circie No. 354 





NOW AVAILABLE! 


“The Office Machine Guide” 


Review explaining and 
comparing all kinds 

of office equipment. 

The loose leaf arrangement 
and systematic indexing 
enables subscribers to build 


up a handbook. 


Ask for details or order a 
specimen copy $1.75 





INTERNATIONAL a * MACHINES RESEARCH | 


U.S8.A.: 508 Fifth Avenue, New York 17, N. Y. 


Telephone: MUrray Hill 7-0890 


Europe: 419 Marnixstraat, Amsterdam, Netherlands | 


Telephone: 63205 
For More Information Circle No. 355 
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VISUAL CONTROL 
SYSTEMS 


Put Your 
Business 
Operations 

at Your Fingertips 


Guaranteed permanent magnetic 
indicators that can be quickly 
placed and stay put make the 
Maggie Magnetic control system 
completely flexible with limitiess 
signaling and charting possibili- 
ties. You tailor it to your in- 
dividual records. Moreover, it 
cuts errors, clerical costs and 
raises efficiency. Low in cost, 
too... packaged kits begin at 
$49.50. 
For further information, 
write to: 


es 
oe" --. 


-* 


s 


maggie magnetic inc. y 
39 W. 32nd St., N.Y. 1, N.Y. ae 


= - 


RITE-LINE copyrunoiper 


@ SAVES EYESTRAIN TAKES COPY UP TO 20” 
@ PROMOTES ACCURACY «HOLDS NOTEBOOK 
e INCREASES PRODUCTION FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St., 8. W., Washington 16, D. ¢ 
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ATTRACT 
the Latin 


American 
Market? 


Fon patna the entire Latin American continent will absorb a very impressive volume 
of your products. There are 19 countries in Latin America where all the office 
equipment and stationery importers, distributors, dealers and larger users receive LA 
OFicina. They keep it, refer to it as a guide and reference all year long. 

The need for all office products in Latin America is increasing steadily as business and 
industry develop. Tell these prospects and customers about your product in the 1959 
La OFIcINA. Its advertising rates are low—its coverage is complete (circulation 10,000). 
Your advertising in LA OFIcINA is basic to establishing and building a profitable Latin 
American trade. 
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PUBLICATIONS, INC. » REVISTA DE EQUIPOS PARA OFICINAS 


232 Madison Ave., New York 16, New York Circulation—10,000 
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and specialized recording equipment for 
industry and government. He will also be 
responsible for the operation of the new 
Dictaphone plant in Concord, N. H., where 
millions of plastic Dictabelt records are 
produced annually. 


Biggest NOFA Convention 

National Office Furniture Assn. is plan- 
ning the largest annual convention in its 
history at the Fontainebleau Hotel, Miami 
Beach, May 1-3, according to John R. 
Gray, executive director. At the end of 
last year, there were more exhibit booths 
sold (286) than in any previous year. 
George L. Stuart is general convention 
chairman and V. L. Caldwell is co-chair- 
man. Full information can be had from 
Mr. Gray at 327 S. LaSalle St., Chicago 4. 


Eversafe Representatives 

Midwestern Mfg. Corp. announced the 
appointment of new representatives for 
its Eversafe line of Underwriters’ labeled 
safes and filing cabinets and certified one- 
hour fire protected line of blueprint and 
plan files, ledger files, chests and wall 
safes. Walt Bachmann of W. M. Bachmann 
Associates, 1813 North Shore Drive, Clear 
Lake, Iowa, will cover North and South 
Dakota, Minnesota, Northern Wisconsin, 
Iowa, Nebraska, Kansas and Missouri. John 
W. Clayman, 1333 Woody Drive, Jackson 
4, Miss., will cover Texas, Oklahoma, 
Louisiana, Arkansas, and Mississippi. Fred 
DeBlon, 30 Church St., New York 7, will 
cover Greater New York and Northern 
New Jersey. 


Haloid Xerox Promotions 

Two important promotions were an- 
nounced by Haloid Xerox Inc. following 
a recent meeting of the board of directors. 
Dr. John H. Dessauer, vice president, was 
elected executive vice president in charge 
of research and product development. Sol 
M. Linowitz, a member of the Rochester 
law firm of Harris, Beach, Keating, Wil- 
cox, Dale & Linowitz, and formerly Haloid 
Xerox vice president in charge of patents 
and licensing, was named vice president 
and general counsel. “Dr. Dessauer will 
remain in charge of the research and prod- 
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uct development division which he organ- 
ized and has headed since 1938,” said 
Joseph C. Wilson, president. “He is largely 
responsible for developing xerography 
from its laboratory beginnings to a highly 
useful commercial copying process.” Mr. 
Linowitz will remain in active practice as 
a member of the Harris Beach firm. He 
is responsible for the preparation of Hal- 


Frye Mfg. Co., Des Moines, 
lowa, manufacturers of one- 
time carbon papers for the 
forms industry, has opened 
their new carbonizing ink 
plant which has the most 
advanced automatic quality 
control instruments, raw ma- 
terials handling equipment 
and ink grinding machines. 
Frye is one of the largest 
independent producers of 
one-time carbon paper. Key 
to photo: (1) original office 
and production building; (2) 
paper warehouse; (3) new ink 
plant; (4) storage — 
and (5) warehouse. 


oid’s extensive patents and licensing pro- 
gram when the company entered the 
xerographic field. Other officers of the 
company are John B. Hartnett, board 
chairman, Harold S. Kuhns, executive vice 
president and controller, Kenneth Dennis, 
vice president and works manager, Homer 
T. Hirst, vice president of sales, and E. 
Kent Damon, treasurer and secretary. 
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AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 
MACHINES 
801 Sixth Avenue 
New York 1, N. Y. 


HORDER’S, INC. 
Horder Building 
dackson Blvd. at Jefferson 
Chicago 6, Ill. 


CARPENTER PAPER CO. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 
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Expectant Employer 


(Continued from page 91) 


1. Prima donnas in business who want 
special treatment but who don’t want 
to put in a day’s work for a day’s pay. 

2. Bringing personal troubles to work. 

3. Expecting salaries to be based on 
personal needs, rather than on ability 
and the job evaluation of the employer. 

4. Gold bricking or just plain lazi- 
ness and work evasion. 

5. People who first accept jobs and 
try to plan such problems as transpor- 
tation and baby-sitting afterward. 

6. Poor spellers. 

7. Poor commercial training. Em- 
ployers said that too many young peo- 
ple are prepared for the ideal jobs rather 
than the practical ones, and are expect- 
ing too much for too little ability in 
return. 

In addition to the above, I found 
from my personal experience that one 
thing most requested by employers is 
permanence. They long for the em- 
ployee who will promise to spend a life- 
time with them. How they justify the 
fact that they cannot guarantee a life- 
time of employment, in return, is an 
enigma faced by all personnel people. 

All these things add up to one con- 
clusion: employers are people, with all 
the weaknesses, sirengths and foibles of 
the average person. Employers are not 
always reasonable and not always right. 
No two of them are completely alike, 
but they do have certain general require- 
ments for their employees. So long as 
the employer is the boss and signing 
the paycheck, he has the right to desig- 
nate the characteristics he requires of 
his employees. 
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attach a 


PRESS-ON MASTER PATCH 
to your ledger cards! 
SAVES YOU TIME! reauces statement 


addressing in the average office up to 
66%. 


PREVENTS ERRORS! Eliminates wrong 


addresses, transpositions of characters, 
misspelling, etc. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! In addition to heading statements 
and collection notices you can also ad- 
dress direct mail, service follow-ups, 
shipping labels, bills of lading and other 
office forms ... all from your ledger 
card file. 


AS EASY AS “I, 2, 3” 


e just type the name and address ONCE on the 
PRESS-ON MASTER PATCH. They're easily pre 
pared in an ordinary typewriter . . . no special 
equipment required 
e Attach the adhesive backed MASTER PATCH to 
your ledger card. They press-on instantly to 
existing records of any size or shape . no need 
to change your present accounting system 
e Address statements, month after month from your 
ledger card . . . Automatically! 

$70-°° 


Pius Fed. 
Exe. Tax 


MASTER ADDRESSER COMPANY 
6500-0 West Lake St. © Minneapolis 26, Minn. 
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For 
Top 
Efficiency ... 


4-WAY 
FLICK A LINE 


the only 
complete 
copy holder 


Reverse its panel! 
Change its height! 
Flick its rubber wheel! 
Left or right! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 834 x 14. 
Can be used vertically or horizontally. 


$6-50 prepaid 


Franklin Table Company 


116 N, 4th St#., Louisville 2, Ky. 
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CONFIDENTIAL MAP FILE 


Easiest way to file and find maps, 
blueprints, tracings. Quality metal 
cabinet file with locking doors. 
112 tilting tubes handle 60” prints. 
Tubes indexed for quick location. 
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New Over-the-Floor Extension Cord 
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Shipped from stock. 
Patent No. 1610368. Other Patents Pending. 
SCOTT-RICE CO., 610 S. Main, Tulsa 3, Okla 


For More Information Circle No. 304 





| PAYMASTER 








PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 

Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's name. 
This improves personnel relations. 

Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 


N Washingt Biv Chicag 
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Western Joint Computer Conference, Fair- 
mont Hotel, San Francisco, March 3-5. 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, March 
23-26. 

National Office Furniture Assn., Fontaine- 
bleau Hotel, Miami Beach, May 1-3. 
National Assn. of Credit Management, 

Dallas, May 3-7. 

National Assn. of Educational Buyers, 
Fontainebleau Hotel, Miami Beach, May 
11-13. j 

Insurance Accounting & Statistical Assn., 
Ambassador Hotel, Atlantic City, May 
17-20. 4 


National Society for Business Budgeting, 
Leamington Hotel, Minneapolis, May 
21-22. ; 


Institute of Internal Auditors, Shoreham 
Hotel, Washington, D. C., May 24-27. 
National Office Management Assn., Roose- 
velt Hotel, New Orleans, May 24-27. 
National Assn. of Accountants, Waldorf- 
Astoria Hotel, New York, June 21-24. 
National Machine Accountants Assn., 
Chase-Park Plaza Hotel, St. Louis, June 

24-26. 


National Office Machine Dealers Assn., 
Cincinnati, July 21-24. 


National Society of Public Accountants, 
Sherman Hotel, Chicago, Aug. 24-28. 
National Assn. of Bank Auditors & Con- 
trollers, Statler Hotel, Boston, Sept. 21- 

23. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-30. i 

Life Office Management Assn., Edgewater 
Beach Hotel, Chicago, Sept. 28-30. 

National Business Forms Associates, Chal- 
fonte Haddon Hall, Atlantic City, Oct. 
4-8. 

Systems & Procedures Assn., Royal York 
Hotel, Toronto, Canada, Oct. 12-14. 
National Business Show, Coliseum, New 

York, Oct. 19-23. 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 21- 
23. 

Controllers Institute of America, Penn- 
Sheraton Hotel, Pittsburgh, Oct. 24-28. 

American Institute of Certified Public Ac- 
countants, Fairmont & Mark Hopkins 
Hotels, San Francisco, Oct. 24-29. 

American Bankers Assn., 
Oct. 25-28. 

International Automation 
N. Y. Trade Show Bldg., 
Nov. 16-20. 


Miami Beach, 


Exposition, 
New York, 


14% Accountants & Bookkeepers 
wa supply catalog 


112 PAGE ILLUSTRATED CATALOG 
LISTS OVER 2000 ITEMS AT ROCK- 


BOTTOM PRICES! 


Now, you 
facturers costs, 


chandise. 


can CUT YOUR OFFICE 
OVERHEAD! Direct to you at manu- 
these items are com- 
parable to nationaily advertised mer- 
You will agree, this is the 
most complete catalog of accountants 
and bookkeepers supplies in the coun- 
try. Send for free copy today. 


ACCOUNTANTS SUPPLY HOUSE 


518 Rockaway Ave. 
Valley Stream, L.I., N.Y. 
Please rush FREE cataloy 
Name 
Firm Name 
Address 
City State 
NO SALESMEN WILL CALL 


| Gentlemen: 


F inauctrias Division rd 
| 
| 
| 
| 
| 
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Acco Products 

Accountants Supply House 

Acme Visible Records, Inc. 

Addo-x, Inc. .. 

Addressing Machine Co. of California 

Addressograph-Multigraph Corp. . 

Allen Business Machines, Inc., R. C. 
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English Numbering Machines, Ltd. 
Estey Corp. ..... 


Faber-Castell Pencil Co., A. W. .. 
Facit, Inc. . 

Finch, Pruyn & Co. 
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Franklin Tabie Co. 
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Hall-Welter Co. 
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Hammermill Paper Co. 
Harding Co., Milo . 
Heyer Corp. . 

Howard Paper Mills, Inc. 
Hush-A-Phone Corp. 


Ideas, Inc. .... 

Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 
Inter-Continental Trading Corp. 
International Business Forms, Inc. e 
International Office Machines Research 
International Paper Co. 2 


Interstate Metal Products Co. ............. 
Jones Box Corp., Jesse 


Kee Lox Mfg. Co. 
Kenro Graphics, Inc. 
Krengel Mfg. Co. 


Lagomarsino-FAl 

Landers Corp. . 

Lassco Products, Inc. 

Lee Products Co. 

Letterex Corp. 

Lightning Adding Machine Sales Co. 
Lithoplate, Inc. 

Ludwig, Inc., F. G. 


Maggie “ee egy Inc. 
Manpower, 
Marchant Calculators Division 
Martin Yale, Inc. u's 
Master Addresser Co. ; 
Michael Lith Sales Corp. 
Midwestern Mfg. Corp. 
Miller Sewer Rod Co. ... 
Miller-Trojan Co. .. 
Minnesota Mining & Mfg. Co 
(Acetate Fibre Tape) 
(Acetate Film) , 
(Cellophane Tape) 
(Double Coated Tape) 
(Drafting Tape) . 
(Magic Mending Tape) 
(Scotch Tapes) 
Minnesota Mining & Mfg. Co. (Thermo-Fax)... 
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Momar Industries 
Monroe Calculating Machine Co. 
(Accounting Machines) .. 
Monroe Calculating Machine Co. (Calculators) 
Moore Business Forms, Inc. ; 
Moore, Inc., ; 
Multistamp "Co. 


National Assn. of Educational Buyers 
National Cash Register Co. 
National Manifolding Co. .... 
Nekoosa-Edwards Paper Co. .. 
Nippo Machine Industry Co., 

Nu-Arc Co. (File-O-Matic) 

Nu-Arc Co. (Plate Maker) 


Office Management Assn. of sanenee 
Office Publications, Inc. . 

Old Town Corp. 

Olivetti Corp. of America ... 
Oravisual Co. . 

Outlook Envelope Co. 


Paige Co. .. 

Palson Mfg. Co. 

Paterson Parchment Paper Co. 
Peerless Photo Products, Inc. 
Photostat Corp. . : 
Pioneer-Toledo Corp. 
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Plastic Binding Corp. . 
Precision Mfg. Co. 
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and December); two files hold an entire year’s 
and unconditionally guaranteed or your money: back. Postpaid in U.S. 


| File (for six months’ issues) $2.50; 2 Files (for a year's issues) $5.00; 3 Files for $7.00; 
6 Files for $13.00. 


Jesse Jones Box Corporation, P. O. Box 5120, Philadelphia 41, Penna. 


Rite-Line Corp. 

Roberts Rubber Co., Weldon .. 

Rogersnap Business Forms 

Ronald Press Co. 

Royal McBee Corp. (Data Processing Div.).. 
Royal McBee Corp. (Royal Typewriters) 
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UHU Products Corp. .. 

United States Envelope Co: 
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FILE YOUR COPIES OF 
The Off 


IN HANDY VOLUME FILES 


This durable and attractive file 
in rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be 
removed. Each file holds one volume 
(six months) of THE OFFICE with 
the volume index in the last copy (June 
issues. Files are reusable 
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Enough interest developed from the short series of 
isolated facts carried on this page several months ago to 
indicate readers occasionally like such brevities about 
their office world. Here are some more, 


We 
7% 


The average annual cost of office lighting is esti- 
mated at 25¢asq. ft. 


A life of 20,000 years for that basic office com- 
modity, paper, is possible through atomic radiation. 


Me 
*K 


Preliminary Bureau of Census figures for 1958 indi- 
cate it as the year when the number of white-collar workers 
passed blue-collar workers in total employment, 25,400,000 
to 24,900,000. ‘ 


Another first for 1958 shows the value of imported 
typewriters to exceed that of exports. A substantial per- 
centage of the imports, of course, are American models from 
European subsidiaries. 


The British Post Office places its cost of handling 
illegibly addressed mail at nearly $1 million yearly. How 
much here? In your office? 


Of more than 9 million clerical workers inthe country, 
5 million are in air-conditioned offices. 


There are approximately 32,000 microfilm readers in 
use in the country. se 


Our federal government alone now spends more on paper 
towels than George Washington spent on the entire federal 
budget ! 
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Get sharp, clean 


Fa 
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..get them good an 
with a new Ditto duplicator 


Why waste time cutting stencils? When there are rush re- 
ports to get out, just type, write, draw, or trace your copy 
on a clean, white Ditto Master. Attach it to a new Ditto 
duplicator, and in one minute you'll have up to 120 sharp, 
clear copies in one to five colors. Your timely reports reach 
your office and sales staff in record time. Everybody’s in- 
stantly informed of important changes and developments. 





New Ditto duplicators take varying weights of 
paper and card stock; sheet sizes from 3” x 5” to 
9” x 14”. Masters produce more than 300 perfect 
copies. For free Ditto demonstration, mail coupon. 


@ DUIVO. 
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copies 


D-31 


Ditto duplicators are 
available in both electric 
and hand-operated models 

priced from $175.00 


DITTO, INC..6868 McCormick Rd., Chicago 45 
Please arrange to give me a demonstration of 
the new Ditto Duplicators in my office 











FASTER! A feather-light touch and an instant 
response make the Royal Electric fastest of all. 


SHARPER! Crisp, perfectly aligned work every 
time. Never fuzzy... always sharp and clear. 


SIMPLER! Easier to operate because of exclusive 
Royal features like Magic® Margin and Twin- 
Pak®...instant margins and ribbon-changing to 
spare fuss, muss, fatigue. 

MORE VERSATILE! Choose from the world’s 
widest type-face selection. Over 74 exclusive, dis- 
tinctive styles...matched to your individual needs 
BETTER TRADE-IN! Call your Royal Representa- 
tive for a swift demonstration. Your present 
typewriter is worth more than you think in trade 

K ENTURY BOLD, one of 74 exclusive Royal type style 
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